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HOW  TO  STUDY. 


1.  The  lessons  are  divided  into  parts  and  numbered,  and 
are  only  supplied  to  the  studenr  as  ho  progresses  with  his 
studies.  Study  a  few  pages  at  a  time.  Do  not  skip  from  one 
section  of  the  paper  to  another.  If  there  ire  any  statements 
you  do  not  understand,  ask  tlie  instnietor,  or  drop  us  a  card  or 
letter,  advising  what  section  and  page  yo  ure  having  <  "cully 
with,  and  we  will  explain  the  matter  in  detail.  Revi*.  thor- 
oughly, and  write  out  the  answers  to  the  test  qiestioua  at  the 
end  of  this  paper,  and  send  or  hand  in  your  wc,  1  for  criticism. 
Your  class  letter  and  nuniher  is  givr.  you  on  .  nir  certificate 
of  enrolment,  and  it  is  important  f  t,  you  pin  this  on  your 
examinations,  as,  ell  as  any  litters  you  write  to  the  schools. 
Failing  to  write  this  on,  will  cause  delay  in  answering  letters 
or  returning  examination  work.  Send  one  examination  at  a 
time.  Don't  write  out  the  examination  questions  themselves. 
Use  the  number  of  the  questions  and  write  out  your  answer. 
In  writing  the  answers,  simply  head  your  paper  thus: — 

Answers  to  Test  Questions.    Telegraphy  Part  7. 

(Your  Name,  Class   Letter  and  Number) 


(Date) 


(Your  Address) 


2.  We  desire  to  get  in  close  touch  with  you  in  your 
studies,  and  would  ask  that  you  keep  us  informed  regarding 
your  progress  and  any  diflBculties  you  may  meet  with  in  your 
studies. 
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GENERAL  RULES  APPLICABLE  TO  ALL  OFFICES. 

1.     Tlic  stiiti.pii  M<,'cnl   who  lijiiKllfs  tlic  c'oi.iiiuTciiil  t.-lef,'- 
niphy  IS  t  ic  Inc.il  iMini;.-rr  f,„-  tli,'  Coimiirrcial  Telojr.Mph  Coiii- 
I'.-my.  while  th.'  ..put  „!•  tcl.-'nipli.T  in  charjr,.  of  iiiiv  office  in 
ii    town   or  ,.i;v    is   ciilU'.l    the   Muiiiii<r,T.      Knch    inaniiiJ.M-   will 
('x.icis.-    )nris(lu-ti,,ii   over  the   property.  (■inf)l()veis  and    busi- 
ness ot   Ins   olli,.,.   ,.|,„|    of  hraiieh   offics   eonneeted    therewith 
I  he  eorr.spoiHleiiee.   wliether  l)y   mail  or  t.legrai)h.   must   re- 
<-<'iv,.  prompt  ■iltention.     T.-leprams.  Looks,  press  rei)orts  and 
other  papers  ot  the  eompany  must  l,e  ies,Mi(ied  wilh  the  great- 
es;    care   and    h.-!.i    in    tiie   strietest    privaey.      Kmi)lov.'es   are 
strietly  torl.idden  to  di.seiose  any  information  in  rejii,,"-,!  to  the 
eontents  ot  a  nu'ssaye.  or  the  name  of  the  sender  or  addressee 
thereot.     in   liiw  divulging  the  eontents  of  a  telegram  hv  an 
'■inph.yee  is  a   misdemeanor  piinishahie  hv  tine  and  imi)r'ison- 
nieiit.     In  this  eoiineetion.  it  is  the  rules  of  the  eonipanv  not  to 
a(  inil  any  one  to  the  operatin^r  rooms  or  i)rivate  otifiecs   exeept 
when  p,  rmisMoii  is  jriveii  l.y  the  sui.eriiitendent.  or  other  otitieer 

"'.""•  •• l'="'y-     Iffidway  station  otTiees  are  expi-eted  t(.   he 

private  and  as  eommermial  messajjes  aie  handled  in  these 
otTiets.  It  IS  imported  that  this  he  earrie.i  out.  At  limes  how- 
ever. It  IS  rather  hard  to  Ueep  tli<'  otTiees  j)rivate.  as  a  ^'Kiit 
many  eiistoiners  eonie  in  there  to  sign  reeeii)ts.  efe  Disere 
tion  siHMild  he  used,  however,  and  in  siieli  eas.s.  it  would  he 
advisable  no;  to  leave  lym^'  on  y,,ur  desk  or  eounter  anv 
I>apers  tliat  could  he  re.id  by  jiny  one. 

±  The  i)iiiited  forms  of  the  company  must  be  used  onlv 
I'll'  the  purpa.se  for  which  they  are  desifrned.  Cnder  no  cir- 
•Mimstaiices.  inns;  forms  tor  received  messaf,','s  or  messa"-e  en- 
velope be  friven  to  the  public,  except  in  th.'  usual  delivrrv  of 
nil  ssajres.   etc. 

•5.     Kmployees  must   refrain   from  takiiifj  anv  active  i)art 
III    electinns.   or   political    m.itlers.   and   .so   conduct   thenis.'lves 
that  all  persons  will  htive  the  utmost  contidence  in  (hiine  biisi 
ne-s  by  tehfrraph. 
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CARE  OF  PROPERTY  AND  SUPPLIES. 

Kach  nian.ifjer  will  be  held  r.sponsible  for  the  prop.M-tv 
Ins  control,  aii.l  he  will  also  hold  emplovees  under  his 
'II  lesponsible  for  the  careful  use  of  such"  propel  tv  \o 
belon-inK  to  the  company  is  to  be  sold  or  transferred 
t  aiitiiority  from  the  superintendent  of  supplies  No 
irnre  (,r  supplies  or  otTice  fittiiiKs  of  anv  kind  must  be 
•  I  without  the  authority  of  the  su|)erintendent  of  sup- 
xcei.l  in  cases  of  great  emergency,  when  the  consent  of 
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CARE  OF  PROPERTY  AND  SUPPLIES    Continued 

the  district  superintendent  must  be  obtained.  Requisitions  for 
supplies  will  be  made  oneo  in  six  months  and  in  regular  order 
according  to  the  division  or  territory  the  office  is  located  in 
(see  Rule  115  in  Tariff  Book).  The  month  i)revioiis  to  the  one 
the  requisition  is  made  out.  the  agent  will  receive  the  proper 
blank,  which  must  be  carefully  filled  in  and  returned  without 
delay. 

.").  All  copper,  zinc,  and  other  material  of  value  must  be 
carefully  preserved  and  at  regular  intervals  returned  to  the 
supply  Department,  Toronto,  Montreal,  or  Winnipeg.  Old  in- 
struments must  be  retuT^ed  immediately  upon  receipt  of  new 
ones.  These  old  instruments  are  sent  to  the  Supply  Depart- 
ment and  must  be  accompanied  by  a  letter,  stating  from  wbat 
office  they  are  sent. 

6.  You  are  not  expected  to  alter  in  any  way  the  arrange- 
ment of  the  lines,  instruments  or  fixtures  in  your  office  without 
special  permission  from  the  superintendent. 

7.  Suggestions  as  to  the  improvement  or  extension  of 
facilities  for  transacting  the  business  of  the  company  will 
always  be  gladly  received  and  carefully  taken  into  considera- 
tion. 

8.  Students  are  not  allowed  in  any  of  the  offices  without 
written  permission  from  the  superintendent.  In  case  of  per- 
mission being  given  to  take  a  .student  into  an  office,  they  shall 
not  be  permitted  to  send  or  receive  telegrams  until  perfectly 
competent  to  do  so. 

INSTRUCTIONS  RE  MAILING. 
9  When  letters  or  packages  are  sent  by  mail,  managers 
must  see  that  thev  are  sufiiciently  stamped.  No  written  mat- 
ter can  be  sent  under  the  1  cent  rate,  even  if  the  envelope  l)e 
left  open.  The  name  of  the  sending  office  should  be  written  on 
every  communication  enclosed  with  statements,  remittances  or 
other  returns. 

FILING  OF  CIRCULARS. 

10.  All  circulars  and  twenty-three  messages  containing 
instructions  pertaining  to  the  business  must  be  carefully  kept 
for  reference.  These  circulars  and  all  messages  are  filed  at  th<' 
end  of  each  month  and  labelled  by  the  month  and  year.  It  is 
important  that  this  should  be  done  promptly,  m  order  to  keep 
the  month's  business  separate. 

CHANGE  OF  MANAGERS. 

11.  If  a  manager  vacate  his  office  before  the  close  of  a 
month,  he  must  make  up  his  accounts  to  date,  and  pay  over  to 
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AILROADINO. 


CHANGE  OF  MANAGERS- Continued 

his  successor  all  riiuds  in  his  possession.    The  retiring  manager 
must  seMd  to  his  superintendent  a  report  of  such  settlement 
with  the  receipt  of  his  successor  for  the  monev  paid  and  pro- 
perty delivered.  ' 

CORRECTION  OF  ERRORS. 

12.  If.  after  the  delivery  of  a  message,  the  addressee  .  ,  lim 
that  an  error  has  been  made  by  the  ci)mi)aiiv.  and  the  error  he 
not  apparent  to  the  manager,  the  manageV  mav,  hv  service 
message  to  the  sending  ofiKce  (whicJi  message  must  be  paid  for), 
ask  tor  a  duplicate,  and  if  an  eri'or  be  therebv  disclosed  a  coijy 
indnised  ■•(•orrectci  Copy"  will  b.-  delive'red,  and  the  tolls 
paid  tor  the  service  message  refunded.  ]f  no  error  be  dis- 
closed, a  notice  to  that  effect  will  b(>  delivered. 

APPLICATION  FOR  COPIES  OF  MESSAGES. 

r-'>.  When  the  sender  or  addressee  of  a  message  applies 
lor  a  copy  ot  such  message  he  may.  if  known  or  properlv  iden- 

itied.  he  allowed  to  se..  the  message  and  make  a  copv  thereof; 
Out  under  no  circumstances  must  a  received  message  form  (.r 
a  messige  envelojx'.  be  furnished  him. 

Knipioyees  must  not  certify  to  the  correctness  of  anv  mes- 
sag,.  „r  copy  thereof,  nor  furnish  a  copy,  except  in  the  case  of 

(  orrection  or  Errors."  nor  must  thev  show  anv  messao-e  to 
any  person  other  than  the  sender  or  addrcss-e  thereof,  e.x.-ept 
by  authority  of  an  executive  officer  of  the  companv. 


COMPLAINTS. 

14.     I'pon   receipt     of     a     er)nii)!aiiit.   the   manager   will 
promptly  forward  it  to  his  superinleiidenl  with  a  ei.ar  state- 
ment of  the  eas,-.     If  the  eoirij)laint  be  founded  upon  a  messa<'e 
the  oiiginal  message  or  cojiy  as  delivered  will    be   forward'd 
with  the  statement. 

Claims  for  errors  in  transmission  or  deliverv  of  cable  mes- 
sages must  be  s.-nr  to  the  g;'iural  manager,  al'companied  bv 
trace  ot  service  to  flu-  end  of  this  company's  lines. 

Employees  must  not  furnish  information  relating  to  eom- 
l)la]iits  under  investigation,  except  under  instructions  from  a 
Mipennlendenf  or  other  officer  of  the  company. 

Patient  and  courteous  attention  must  be  given  to  anv  per- 
son coniphniiing  of  the  service. 
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SUMMONSES  AND  OTHER  LEGAL  PROCESS. 

1.").  linnu'diatcly  upon  the  scrvu'c  (.1"  iiny  suimiioiis  or 
other  logal  process,  in  any  lefral  proeeedinjr  aiVeetinj:  the  eoni- 
pany.  the  employee  upon  whom  sueli  serviee  is  maile  must  re- 
port the  fact  by  telegraph  to  the  superinteiulent.  statins;  hrietly 
the  nature  of  the  process,  and  the  day  and  hour  when  it  was 
served.  He  nnist  then  transmit  to  the  superintendent,  liy  tirst 
mail,  a  eoj)y  of  the  pajicr  or  process  so  served,  with  a  statement 
of  such  facts  relating  to  the  nmtter  as  are  within  his  know- 
ledge. The  original  papers  must  lie  retained  subject  to  instruc- 
tions. 

COURT  ORDERS  FOR  THE  PRODUCTION  OF 
TELEGRAMS. 

1(i.  "Whenever  a  manager  or  other  employee  is  subpoen- 
aed on  the  part  (if  the  sender  or  addressee  of  ;i  message,  t^  ])ro- 
duce  such  message  before  a  court  or  other  legal  tribunal,  he 
must  comply  wiih  the  subpoena,  and  afterwards  return  the 
message  to  the  Mies;  Mit  whenever  a  nuinager  or  other  em- 
ployee is  .subpoenaed  on  the  j-art  of  any  peisou.  uther  than  the 
sender  or  addressee,  to  jiiMduce  a  message,  or  testify  in  rela- 
tion thereto  beftire  a  c(HU't  m-  other  legal  iribunal.  lie  must 
take  the  nu'ssage  into  court  and  then  submit  to  the  jiidge  that 
h(  ought  not  to  ])roduce  it  or  testify  in  relation  thereto,  and 
that  he  cannot  do  so.  uidess  a  rule  or  order  of  the  court  be 
entered  requiring  it.  for  the  reason  that  telegraphic  messages 
are  of  a  contidenlial  nature,  and  that  the  comnumicatiou  is 
claimed  to  be  privileged.  If  such  order  be  made  and  entered, 
it  will  he  obeyed,  and  the  clerk  of  the  court  must,  then  be  re- 
((uested  to  furnish  a  copy  of  the  order,  which,  fogcthei-  with 
the  subjioeiia.  will  be  tiled  with  the  message  to  wliich  it  relates. 

Note. — A  sulii)oena.  to  be  regular  and  valid,  must  describe 
the  desired  message  by  siich  sjiecilic  i-eferciu'c  to  the  names, 
dates,  or  subject  matter  cniieerned.  as  will  enable  such  message 
to  be  readily  found  and  identiiied  in  the  tiles;  but  a  subiioeiia 
which  only  calls  in  geneial  terms  for  such  messages  as  nu\v  be 
fomid  after  a  search  through  the  tiles  i  for  I'xample:  "All  mes- 
sages passing  between  .lolm  Smith  and  Kieliai'd  Hrown  between 
the  1st  day  of  July  and  the  ."tth  day  of  Angus;,  etc.''^  is  irregu- 
lar and  unlawful,  as  being  in  the  nature  of  a  search  wau'aTit, 
and  not  founded  upon  nu'ssages  known  to  have  existed. 

It  is  the  ]ioIicy  of  the  coni]i.iny  to  contest  sub|)oenas  of 
this  lattei'  character,  esi>eeially  where  the  ])rodnction  of  the 
messages  concerned  is  likely  to  create  public  scandal  or  di- 
tical  excitement.     On  i-eceipt  of  subpoenas  of  this  class,  man- 
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COURT  ORDERS— Continued 

agers  must  bring  the  same  to  the  attention  of  their  superin- 
tendent, stating  particularly  the  language  of  that  part  of  the 
subpoena  which  calls  for  the  messages. 

SPECIAL  NEWSPAPER  DESPATCHES. 

17.  It  is  requested  that  all  special  dispatches,  whether 
intended  for  an  afterno.in  or  moniing  paper,  be  forwarded  as 
expeditiously  as  possible,  unless  these  dispatches  are  received 
in  time  for  publication,  the  telegraphic  service  is  criticized 
unfavorably. 

18.  Confu^-ions  and  delays  frequently  arise  from  the  prac- 
tice of  offering  long  press  dispatches  at  night,  without  previous 
notification.  Whenever  practicable,  managers  must,  during  the 
day,  notify  the  office  to  which  they  expect  such  dispatches  will 
be  sent,  in  order  that  proper  arrangements  may  be  made  for 
their  reception. 

19.  Should  a  newspaper  send  in  a  request  to  stop  a  spe- 
cial .dispatch,  addressed  to  itself,  which  has  not  been  .started 
from  the  office  at  which  it  is  filed,  the  request  must  be  com- 
plied with ;  but  if  the  dispatch,  or  any  portion  of  it,  has  reached 
a  repeating  station  before  action  could  be  taken  on  the  request 
to  stop  it,  then  the  dispatch,  or  any  portion  thereof,  alreadv 
sent,  should  l)e  forwarded  to  its  destination  and  delivered  to 
the  paper  to  which  it  is  addressed. 

20.  When  partisan  reports  are  offered  for  transmission 
by  responsible  persons,  and  are  properly  adurcssed  and  signed, 
they  may  be  forwarded  without  prepayment,  if,  in  the  opinion 
of  the  manager,  the  reports  are  reliable  and  of  such  a  charac- 
ter as  is  likely  to  be  acceptable  to  the  paper  or  persons  to  whom 
they  are  addressed;  otherwise  payment  must  be  insisted  on 
before  sending. 

21.  The  payment  of  all  special  dispatches  must  be  guar- 
anteed. Should  these  dispatches  be  rejected  by  the  new.spapers 
or  persons  to  whom  they  are  addressed,  the  ofTiee  at  which  they 
originated  will  be  held  strictly  responsible  for  the  full  pay- 
ment of  tolls. 

22.  Efforts  should  be  made  to  raise  a  club,  or  clubs,  to 
subscribe  for  news,  when  events  of  unusual  importance  are 
transpiring,  such  as  a  Parliamentary  election,  or  other  matters 
of  great  general  interest. 

HOW  AMOUNTS  OF  CASH  RECEIVED  FOR  GENERAL 
NEWSPAPER  REPORTS  ARE  HANDLED. 

23.  The  details  of  amounts  received  for  general  news- 
paper reports  (not  newspaper  specials)  or  market  reports  must 
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HOW  AMOUNTS  OF  CASH,  ETC.-  Continued 

be  entered  in  the  columns  special  iy  provided  for  that  purpose 
in  the  monthly  statement  (Form  15)  and  the  amounts  taken  to 
special  debit.  , , 

24.  The  receipts  and  checks  on  newspaper  specials  .should 
be  included  in  press  report  (  Form  41).  •      ,  ,     • 

25.  When  press  reports  have  been  sent  or  received  during 
the  month,  managers  are  required  to  return  Form  106.  but  not 
otherwise. 

COUNTING  OF  FIGURES  IN  NEWSPAPERS. 

26.  Amounts  in  figures  in  newspaper  specials  and  in  re- 
ports for  general  use  should  be  counted  according  to  the  legist 
number  of  words  in  which  they  may  or  can  be  expressed,    bov 

example : 

999  three  words  — (Nino  ninety  nint-K 
1000  one  word— (Thousand) 
231^.  three  words— (Twenty  Three  half). 
ir)»r,  two  words — (Fifteen  half). 
9.961.000  6  words — (Nine  million  nine  six  one  thousand). 
9^960,000  5  words— (Nine  million  nine  sixty  thousand). 

How  the  Office  Records,  Reports  and 
Remittances  are  Handled 

SUNDAY  MESSAGES. 

27.  Sundav's  messages  must  be  entered  as  a  part  of  the 
previous  Saturdav's  business,  except  when  the  first  day  of  the 
month  falls  on  Sunday,  in  which  case  Sunday's  messages  must 
be  entered  as  a  part  of  the  business  of  ths  following  Monday. 

ENTRIES  IN  DAY  BOOK. 

28  Officers  must  each  day  carefully  sort  and  enter  m 
Dav  Book  (Form  22)  the  messages  (not  including  cable  or 
free  messages^  of  the  preceding  day.  The  totals  only  ot  the 
number  of  messages  an  tolls  thereon  must  be  entered;  the 
names  of  the  offices  with  which  bi  iness  was  done  appearing 
in  strictly  alphabetical  order.  ,  ,      ,„ 

A  message  to  or  from  an  "other"  line  office  must  be  en- 
tered with  messages  of  the  office  via  which  it  reaches  or  leaves 

"this"  line 

A  message  which  has  been  forwarded  from  a  "this''  line 
office  via  any  ot^  er  "this"  line  office  must  be  entered  with  the 
messages  of  the  last  office  via  which  the  message  has  been 
received. 
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ENTRIES  IN  DAY  BOOK— Continued 

oo  ^?"  /^^^^^  ^^^  ^^y'^  business  has  been  entered  on  Form 
J2  and  added,  the  totals  must  bo  carried  into  tho  Daily  Account 
ot  Husine^s  (Form  15).  When  these  entries  have  been  made 
tor  the  entire  month,  and  the  columns  for  the  number  of  mes- 
sapi's  added,  as  well  as  those  for  the  amounts,  the  totals  of 
columns  A  and  B  must  be  taken  to  debit  in  Account  Current 
ot  Monthly  Statement  (Form  15)  as  for  "Receipts  this  line  " 
and  "Receipts  other  lines";  while  the  total  of  column  D  must 
be  taken  credit  for  as  for  "Checks  other  lines." 

The  entries  in  the  column  headed  "Checks  other  lines" 
will  comprise  the  following: 

Amount  paid  out  to  "other"  lines. 

Amount  paid  out  for  special  delivery. 

Amount  of  tolls  on  a  received  collect  message  forwarded 
to  another  office— the  additional  tolls  to  such  office  being  en- 
tered in  column  headed  "Checks  this  line."  (See  extra  Rules 
Book  6.) 

CHECK  LEDGER  AND  CHECK  REPORT  ENTRIES. 

30.  The  daily  amount  of  tolls,  as  entered  in  Form  22 
against  each  office  with  a.  hich  business  has  been  done  must  l)e 
posted  into  the  Check  Ledger  (Form  23),  a  separate  space  be- 
ing headed  for  each  office. 

31.  After  the  business  of  the  last  dav  of  the  month  has 
been  posted  into  Form  23.  the  columns  of  each  office  account 
must  be  added  and  the  totals  transferred  into  the  (.'heck  Report 
(Form  41).  the  totals  of  which  must  agree  with  the  correspond- 
ing totals  in  Daily  Account  of  Business  (Form  15). 

FILING  MESSAGES. 

32.  All  messages  must  be  tiled  awav  in  the  order  in  which 
they  are  entered  on  Form  22.  and  plainly  labeled  bv  davs  and 
months.  Each  month's  messages  must  be  retained  for  apei'iod 
ot  eight  months  after  transmission,  and  then  destroved  bv  tire. 
No  message  mu.st  be  taken  from  the  tiles  without  its  place'being 
tilled  by  a  full  copy  or  by  a  blank  (Form  F  71)  properly  tilled 
up. 

Before  tiling  away  the  day's  business  the  under  mentioned 
messages  must  be  taken  out  and  held  to  be  sent  in  with  Monthlv 
Statement  (Form  15). 

Copies  of  messages  "received  collect"  for  which  payment  has  not 
>oen  obtHinea,  together  with  the  telegraph  notices  relating  thereto  required 
by  Rule  SI  ,n  Tariff  Book  or  Art.  87  in  Book  (i. 

The  original  messages  "sent  collect"  which  have  been  reported  bv 
•  Iclivery  offices  as  uncollectible. 

The  original  of  all  sent  and  copies  of  all  received  messages  (except 
service  and  hxa!  nii!ro:id  messages)   which  have  been  transmitted  free. 

10 
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OHEOK  BEP(  (ITS. 

3;}.  Cht'ck  Reports  are  of  four  kinds:  namely.  Local.  Con- 
joint, Manitoba  and  Eastern  G.  N.  W. 

(a)  Offices  in  Ontario.  Quebec,  New  Brunswick.  New  York. 
Maine  N.'W  Hampshire  and  Vermont  must  enter  on  their  Local 
('heck' Report  (Form  41)  all  business  with  offices  on  this  com- 
pany's lines,  or  transmitted  via  this  company  s  lines,  in  those 
Provinces  and  States,  and  including  also  all  Prince  Kdward 
Island  business. 

(b)  Offices  in  Manitoba  must  enter  on  their  Local  Check 
Report  (Form  41)  all  business  with  offices  on  this  conipany  s 
lines,  or  transmitted  via  this  company's  lines,  in  Manit()i)a. 

(c)  All  offices  must  enter  on  their  Conjoin,  Check  Rei)oi-1 
(Fo,.,n  41)— using  .separate  blanks— all  business  with  offices  on 
the  Western  Union  Company's  lines  and  points  beyond. 

(d)  Offices  in  Ontario.  Quebec.  New  Brunswick.  New  York. 
Maine.  New  Hampshire  and  Vermont  must  enter  on  their  Mani- 
toba Check  Report  (Form  41)-using  separate  blanks-all  ...isi- 
ness  with  offices  on  this  company's  lines,  or  transmitted  via  this 
company's  lines,  in  Manitoba. 

(c^  Offices  in  Manitoba  must  enter  on  their  Eastern  (..  N. 
W  Cheek  Report  (Form  41)— using  separate  blanks— all  Imsi- 
ness  with  offices  on  this  company's  lines,  or  transmitted  via  this 
company's  lines,  in  Ontario  (except  Sault  Ste.  Mane  Ontario, 
see  Section  (c).'  Quebee.  New  Brunswick  New  \ork  Mauie^ 
New  Hampshire  and  Vermont,  and  including  also  all  Prince 
Edward  Island  business. 

Offices  must  transfer  to  Local  Check  Report  at  toot  there- 
of, the  totals  of  the  Conjoint  and  Manitoba  (  iieck  Reports. 

thus :  . 

A. 

Local  Check  Report  Totals 16-70 

Conjoint  Check  Report  Totals _'_' 

Jlaiiitoba*  Check  Report  Totals  ...         .(•> 


B. 

05 

2-") 


C. 
17.43 
4.75 
2.50 


D. 

50 


Grand   totals    t22.85     30  24.67     50 

On  all  Check  Reports  the  names  of  offices  must  be  arrang- 
ed in  strictly  alphabetical  order. 


•Manitoba  offices  will  call  this  "Eastern  G.  N.  W.  Cheek 
Report."  _      , 

tAs  already  stated  in  Rule  97,  these  Grand  Totals  must 
invariably  agree  with  the  totals  of  the  same  columns  in  Daily 
Account  "of  Business  in  Form  15. 

11 
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GENERAL  PRESS  AND  MARKET  REPORTS. 

;J4.  In  Account  Current  of  Monthly  Statement  (Form  15) 
must  be  taken  to  debit  the  total  amount  received  for  General 
Press  Reports  and  Market  Reports.  (See  Rule  141).  This 
ela.ss  of  business  must  not  be  entered  in  either  Check  Report 
(Form  41)  or  Daily  Account  of  Business  (Form  15). 

GUARANTEED  MESSAGES. 

35.  In  Account  Current  of  Monthly  Statement  (Form  15) 
must  be  taken  to  debit  as  "Guaranteed  Messages."  the  amount 
received  for  the  payment  of  messages  which  other  offices  have 
reported  "Uncollectible."  The  tolls  on  such  messages  must  be 
entered  in  the  Checks  (Column  C),  and  not  in  the  Receipts,  of 
Check  Report  and  Monthly  Statement.  The  original  of  such 
messages  must  be  sent  in  with  Form  15,  and  upon  each  of  those 
for  which  no  tolls  have  been  collected  must  be  indorsed  the 
reason  wliy  collection  has  not  been  made.  On  no  account  must 
the  cheek  of  a  message  be  changed  from  "collect"  to  "paid." 

CABLE  MESSAGES  AND  COMMISSIONS  THEREON. 

36.  Cable  business  must  be  entered  on  debit  side  of 
Account  Current  of  Monthly  Statement  (Form  15)  opposite 
"Cables."  It  must  not  be  entered  in  Check  Report  or  Daily 
Account  of  Business.  A  distinct  record  of  cable  business  must 
be  kept,  and  a  report  of  the  sent  business,  upon  Form  No.  60, 
must  accompany  Monthly  Statement. 

Commission  will  be  allowed  on  this  company's  proportion 
(which  is  one  cent  per  word)  of  the  tolls  and  cable  messages, 
and  must  be  made  up  luider  the  head  of  "Calculation  of  Com- 
missions."   (Form  15.) 

Cable  messages  must  be  carefully  filed  away,  according  to 
date,  for  a  period  of  six  months  after  transmission,  and  then 
destroyed  by  fire. 

MONEY  TRANSFERS  AND  COMMISSIONS  THEREON. 

37.  :Money  transfer  offices  must  take  to  debit  in  Account 
Current  of  Monthly  Statement  (Form  15),  opposite  "Money 
Transfers,"  the  total  amount  received,  and  also  th>  premiums 
and  tolls  thereon  (Form  121).  On  credit  side  theie  must  be 
entered  opposite  "Money  Transfers"  the  total  amount  paid 
out  Form  122). 

Commission  will  be  allowed  on  the  tolls  only  on  Money 
Transfers  (Form  121),  at  the  same  rates  as  on  ordinary  busi- 
ness, and  must  be  made  up  under  the  head  of  "Calculation  of 
Commission  '  (Form  15). 

13 
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CHECK  ERROR  SHEETS. 

;58  (a)  Ininiecliatcly  upon  rocoipt  of  a  Check  Ki-ror  Sheet 
(Form  64)  a  eareful  examination  of  the  reconls  inust  be  mado, 
nul  if  no  errors  on  the  part  of  the  ofliec-  reee.v.ng  the  (  heek 
Error  Sheet  are  diseovered.  a  ("heek  Ern.r  Knqu.r.v  (born.  M,) 
must  be  mailed  to  eaeh  ot^iee  Nvith  whieh  there  ,s  a  .hfle.euee 
the  amounts  credited  to  such  ortice  for  eaeli  .h.y  bemt?  entered 
therein  opposite  the  several  dates. 

(h)  If  the  checking  office  neglect  to  answer  Form  6(5  with- 
in ten  davs,  a  duplicate  card  must  be  sent ;  and  if  after  waiting 
another  ten  davs  no  reply  is  received,  a  complaint  mus  be 
made  to  the  Auditor,  giving  name  of  othce  ami  month  lor  whu-li 
reply  is  required. 

(c)  When  the  office  discovers  that  the  error  has  been  made 
by  Uself  (either  by  omitting  to  enter  a  messAgo  m  the  books  or 
bV  entering  a  "paid"  message  "collect."  or  by  incorrect  a.ld.- 
tion).  the  amount  must  be  extended  into  the  column  headed 
"Taken  to  debit  in  Statement."  I'.ut  when  the  othce  d.scoxeis 
that  it  has  made  the  error  through  crediting  the  ^^Tong  office, 
the  amount  must  be  extended  into  the  co  umn  he.ided  hx- 
plained."  and  a  memo,  attached  giving  full  pariiculars.  (  oi- 
rectioris  in  the  books  must  always  be  nuide  at  once. 

(d)  I^Ianv  discrepancies  arise  between  offices  through  the 
check  of  a  collect  message  having  been  changed  in  transmission 
from  "collect"  to  -paid."  When  an  office  receives  ^ '"•"1  J;^; 
and  finds  from  the  bu.siness  or  records,  or  from  repl>  to  boim 
66  received  from  the  cheeking  office,  that  the  error  has  b.>en 
made  in  this  wav.  an  immediate  endeavor  must  be  made  to  col- 
lect the  t  lis  froni  the  party  to  whom  the  message  %yas^address- 
ed-  failing  which,  a  memo,  must  be  inclosed  wlh  borm  64 
giving  full  particulars,  accompanied  by  the  rec.;i\.  .1  copy  ot 
the  message  in  dispute,  and  also  the  message  obtained  from  the 
cheeUing  office.  ,      ,.  „      .  .,, 

I  e)  Such  vague  answers  to  Form  64  as  the  iollowing  aviU 
not  be  accepted:  "Had  no  business  with  this  office  '•(  an 
not  get  answer  from  this  office."  They  cause  nee.Uess  work 
and  expense,  as  Form  64  has  to  be  again  sent  t..  the  olhc'  lor 

attention.  ,  ,  •,    • 

(f)   The   totals   of  columns   headed   "Taken   to   debit    in 

Statement"  and  "Explained"  must  together  equal  the  total  ot 

the  column  headed  "To  be  accounted  for.'' 

(s)   No  d.-iluction  for  commission  will  be  allowed  to   tie 

made  from  amounts  taken  to  debit  for  this  class  of  busim-ss. 
^l^  When  all  the  items  on  the  Check  Error  Sheet  (borm 

64)  have  been  adjusted,  the  total  amount  due  to  the  company, 
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CHECK  ERROR  SHEETS    ConUnued 

as  shown  in  coluniii  Inatlcd  •'Takt'ii  !«>  Wcliit  in  Stati-nu'nt." 
must  lit'  I'liti'icd  (ipposilc  CliccU  Ifcport  Knois  in  (irst  Miuitlily 
StatciiH'iit  'Form  l")).  tin-  month  and  year  li.inj;  invai-iahly 
>fali(l.  ami  all  pai>cr>.  iiicIiKlint;  the  CliccU  Krror  Shi'ct,  i-n- 
closod  thiTcwitli  to  the  Anditor. 

(ii  Check  KiTor  Siiccts  must  ivccivc  jirompt  atlmiiun.  Six 
\\(  fks  is  considfitMl  tin-  limit  for  full  si'ttlfiut'iit. 

(ji  The  ti'ji'i^raph  win-s  must  not  h,-  used  in  impiii'iiii; 
aliou;  or  cxplainirifr  Click  I'Tri-or  Slu'cts. 

CHECK  ERROR  ENQUIRIES. 

;JI)  (a  I  I'pon  receipt  hy  a  clicckinj.?  otiice  of  a  Check  Krror 
hiijuiry  (Fori!:  tifJ  i  i'rom  the  other  otitice.  showinj;  the  amouiit.> 
ciedited  each  day.  an  examination  of  ♦  records  must  at  once 
he  made;  and.  the  days  upon  which  there  ai'c  ditf'erences  hav- 
!ii<?  hern  ascertained.  Form  titJ  nnist  he  returned  Avitli  a  stale- 
mt  nt  of  dates,  addi'i'sses.  sij^natures  and  chei'ks  id'  the  messafU's 
for  the  days  in  question.  If  the  items  in  ditfereiice  aie  apiiai- 
ent.  full  <(){)ies  of  uu's^a^es  must  al>.o  he  furnished.  In  fur- 
iiishiiicr  <-o|)ios.  or  skeletons  of  nu'ssayes.  the  name  of  relaying 
office,  if  ;iny.  and  initial  letter  of  hoth  sending  ami  receiving 
operatoi's.  also  the  tinu'  and  nundiei".  must  hi'  given. 

(h)  All  possihie  information  must  he  given  to  assist  in 
adjusting  the  deficit,  and  if  the  otlice  has  heeii  overchecked  it 
must  he  stated  how  the  erior  occurred,  thus:  If  an  error  in 
addition,  it  must  he  stated  how  much  shoidd  have  been  check- 
ed; if  an  ei-ror  in  transferring.  Iniw  much  shoidd  have  heeii 
checked  and  the  name  of  the  otlice  given  against  which  the 
ditference  should  have  heeii  checked.  When  an  error  is  made 
in  rate,  the  amount  of  over-eheck  and  the  rate  must  he  given. 
When  an  office  has  been  checked  instead  of  credited,  the  amount 
must  he  taken  to  dehit  in  first  .Monthly  Statement  (Form  1.")). 
and  an  explanation  to  that  etVect  sent  hack  with  Form  (>()  to 
incpiii'ing  office. 

ici  Such  replies  a.s  "Our  error  in  hooking,"  "We  over- 
check  you."  "Our  misrake."  "You  are  correct."  "We  shoidd 
not  check  you."  "Error  in  computing."  or  "Should  cheek  an- 
other office"  will  not  he  accepted  as  an  explanation. 

(d)  The  telegraph  wires  must  not  he  used  in  inquiring 
about  or  explaining  Check  Error  Inquiries. 

SENT  UNCOLLECTIBLE  MESSAGES. 

40.  When  .sent  Uneollcctihlv  Messages  for  previous 
months  are  received  from  Auditor  with  list  thereof  (B'ona  70). 
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SENT  UNCOLLECTIBLE  MESSAGES    Continued 

„,.  tolls  ...ust  he.  tak..n  to  .i-.i...  in  ti.st  ^^^^^^^^^^  ^'';':;z;;' 

(Form  1.-^).  notinp  tluM-in  tin-  months  .m    y.-ars.  ami  ....  l-s...^ 

list    illKl    ill!    l..CSSll>r.S    HIkI    palX-l-S    ITttM'I-.M»    to. 

RECEIVED  UNCOLLECTIBLE  MESSAGES. 

41      Thr  a.nuui.t  of  t..lls  u„  all  ,v.-.iv, -1  .•oil,.,..   •"•■s>ajf.-s 
^.  .........nt       If  a.iv  a..-  ••  rncoll.'.-lihl...-'  .•.•-. lit   .mist   h.-  t,.U.  >i 

n'  ;.;;!. .!;  ;;;;^.  i  A....ou„t  (•...-.■.-.^  ..r  ^'-r^!^^::::";;;;;i 

(K..n..  ir.  U.pimsit."  r,..M,lh.Hihlo  a...l  l{ot.....l.'.l  M'-^''^';-  ' 
m^s  ;..s  ..n.'los..l  tlHMvwith.  .a.-h  ....'ssa^.-s  •>-.!;-..>...,.. 
hv  tl...  s..rvuM.  m..>sa,'..  n-latii.^  th...-..!o.  as  ,,...•  ^^  ♦; /•  ;         ,    ' 
,•  ...Hu.t  .....si  th..  .■..t,-..i..K  ..«•  ai.y  ....-ssa^.-  ho  •;;"".':'•".':'   ""A 
th..  .-h.-ck  of  a  m..ssa-.'  In-  rha.ifr.'.l  I. •-...>      ••"l'-''''       "'      I''""- 

FREE  AND  PART  FREE  BUSINESS. 

42.     All  sont  F,v..  M-'ssn^os.  ....t  i...l...l...t:  -..  vi.-.;  or  I'M- a  1 

,..nh.„.Hl  nu-ssa.'..s    .....st  he  so.tcl  .m<li'i'  th.'  iia.n.'s  o|  th.    !hi 

;  s^mi";  Jh...; :  and  th.  na,...-  of  tho  fra,.U    -    -;,.;;;;'\    ^T 
„„,„)„.,■  of  m.'ssa-.s  mi.sl   hv  ....tHv.l  ....  \h'\nn\  ol   1  ...    AUs 

saycs   (Fo.-.ii  .")(>!. 

Copies  of  all  .vcmv..!  F.ee  M.ssajr.-s.  ....t  ....•lii.linK  s.-.-viu 

or  loca    .'iil.-oa.l  ...ossa-.^.-s.  .....st  h.  so.-t...!  un.h;.'  the  na.....s 

;|h'p...so,.s  sending'  th.....  .-...u.te.l  an.l  th..  t..tal  nu...he.-  .-..t.-.- 

ed  at  foot  of  For...  ")().  ... 

F.T..  Mossa?..  Report   (Form  56).  with  original  «'nt  m.s- 
sages  ami  eopie.s  of  reeeived  messages   ...ust  he  e..elose,l  to  th. 
A.uUtor  with  M.mthly  Statei...'nt.     (Vonul..). 

1„  c-aso  there  should  he  >.o  F.e.^  ^lessag.-s  sent  m  .•.■••eued 
duri.."  t   ..  .no..th.  the  F.-ee  Message  Repo.;t   mvist   '•"  <'1>; 

h  na.ne  of  ottiee  ami  month,  the  w...-d  Nil  '"•> ""JJ      ^'"* '" 
H.i!ss  Ihe  t".ee  the.vof.  an.l  e..elose.l  with  Monthly  Stat.Muent. 

^'"'"'in^lhe  ease  of  a  n.essage  f.ee  o,.  (!.  N.  W.  li...'  '^^^^'^;!'\ 
Weste,-..  Fnion  or  "..th.r"  lin.s.  or  v.ee  versa,  an  ^  <'>  "  \'^^^ 
ileords  of  hoth  free  and  paid  h.isin.^ss  n...s  he  '""'l''"  /^/'"  > 
:>Vthe  ..^essage  ...nst  he  taken  for  tin-  paid  '";-;;^«^-  '  !  ^ 
the  original  .anst  he  plaeed  with  th.'  ree  "'''^-'^  "•  ."'"^ J.^  \; 
satres  lunst  he  hooked  as  paid  as  well  as  tr.'e.  and  the  otli. . 
uh  ch  t le V  are  add.essed.  or  at  whieh  they  o.^igina  e,  .  or  a.-e 
;;:;;;:';v,,';i  ;.,  or  tVom  -this"  Un.-.  ,....st  he  eheeked  d.reet  on 
Cheek  Report.     (See  Rule  26  in  Tariff  Book.) 
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HOW  BUSINESS  WITH  "OTHER"  LINE  OFFICES  IS 

RECORDED. 

43.  For  business  to  or  from  "other"  line  offices,  the  con- 
necting orticf  only  is  to  be  entered  on  Check  Report,  in  accoril- 
ancf  with  the  following  examples,  in  the  case  of  sent  collect 
messages  to  "other"  line  oftlees,  the  "this"  line  tolls  only  are 
to  l)e  entered  in  Checks.     (Column  C.) 

.\  ten  wiircl  iiu'ssuKf  to  or  fniiii  St.  .lolinii,  N.  F.,  must  be  cnteretl  on 
Coujoiiit  (  tii'fk  Ill-port,  thus: 

If  s«>nt  I'aiilor  If  st'ut  Collect 

reeiiveil  Collect.  or  rectiveil  I'aiil. 

A              B  C 

North    Sy.lnoy,    C.B 'M             75  30 

.V  ten  woril  ri-SNane  to  or  from  Charlottetown,  I'.K.I.,  must  \»>  entered 
on   l.oi'iil   Check     {I'port,  thnx: 

If  sent  Paid  or  If  sent  Collect 

received  Collect.       or  received  I'aid. 
A  B  C 

Kdnnrd.    .\.B 1.')  l.j  l.J 

A  ten  word  niessiige  to  JJextcr,  Ont.,  mnst  be  entered  on  Conjoint 
Check  Report  thiix: 

If  sent  Paid.  If  sent  Collect. 

A  B  C 

Saiilt   Sti'.   Mnrie.   Mich .'0  .W  ".n 

A  paid  or  collect  inc-isine  from  Uextcr,  Ont..  must  be  cntereil  on  Check 
Keport  with  the  connectiii};  ottice  (as  given  in  the  check)  via  which  it  is 
received. 

A  ten  word  message  to  Calgary,  N'.W.T  ,  must  bo  entered  on  Manitoba 
Check  Keport,  thus: 

If  sent  Paid.  If  sent  Collect. 

A  B  _C 

Winnipeg,    Man T.')  70  '■5 

.\  jijiid  or  collect  ni.'ssiigo  from  Calgary,  N.W.T..  must  be  entered  on 
Check  Ifeport  with  the  connecting  oflice  las  given  in  the  Check)  via  which 
it  is  received. 

A  ten  word  message  to  Agassiz,  B.C.,  must  be  entered  ou  Conjoint 
Check  Report,  thus: 

If  sent  Paid.  If  sent  Collect. 

A  B  C 

Vancouver,  B.C ino  2.5  100 

,\  paiil  or  collect  mes.sagi?  from  Agassiz,  B.C.,  must  be  entered  on 
Check  Keport  with  the  connecting  office  (as  given  in  the  check)  via  which 
it  is  received. 

A  ten  word  message  to  or  from  Ainsworth,  B.C.,  must  be  entered  on 
Conjoint  Check  Report,  thus: 

If  sent  Paid  or  If  sent  Collect 

received  Collect.  or  received  Paid. 

A             B  C 


Spokane  Jet.,  Wash. 


100 


100 
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HOW  BUSINESS,  ETC.     Continued 

>    1  „  i„i„    Ont     must   I'O   MitiToil   on    Lucal 
A   t.ii   w..r.l   inessaKc   to   Arden.lalc,  Ont.,   mn^i 

Cheok  Hi'port,  thus:  if  Hcnt  I'iii-I.  I f  wnt  Collect. 

A  n  " 

-.-,         i:.-.  -•■' 

Toronto,   Ont '  ' ' ' '  .  .  i.,„.i„i,.    i  int     must  Ih'  cntereil  on 

A  pai.l  or  coll....t  ■•'•-''"«^\*'-"''"  'y'"","^  .;.,',  ■',l""c>...k)  via  which 
Cho.k  Koi-ort  with  the  .onneet.nn  oil..'.-   (an  giNtn 

"other"  line  ofticcs. 

GOVERNMENT  ACCOUNTS. 

IS      Offi.M  s  having  accounts  ajraii.st  tli.  Doininioi    j.r  Tn.- 

Ontario  «"veriuneiU    to   the   maia,  i.  ^^j. 

Account  l;""^*^"^,^  X"-  ,J   „t "      (Special   entry   benig 

ernment   Account   collect) Die   ax  v    i 

made.) 

VOUCHERS. 

45  A  voucher  is  a  document  or  form  with  special  printed 
instructions  thereon,  issued  by  some  official  covering  he  cxpen- 
diture  of  mo,.ey.  When  a  voucher  is  Pr;-^^nted  to  >our  o^^^^^^^ 
for  the  payment  of  any  particular  e-^P'^;'''l'<  "^«' >V""«t  ^J^ 
Derlv  siened  by  the  officials  and  when  the  aniount  is  Pa"i  over 
ft  shou  d  be  reLipted.  These  vouchers  are  the  sanie  to  you  as 
casE  so  far  as  yo'Jir  monthly  reports  are  concerned,  and  must 

'^  nr^A  vouct'for  every  expenditure  must  be  procured 
and  enclosed  with  Monthly  Statement.     (I'o^J^)      •  j, 

Each  voucher  must  be  written  in  mk  and  made  out  m  sucn 
manner  as  clearly  and  fully  to  explain  itselT 

No  voucher  bearing  erasures  or  alterations  ot  figures  or 

■""Ta^t'irZfbe  signed  by  the  person  U,  whoM  pay- 
ment  is  made. 
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VOUCHERS- Continued 

If  a  voiK'luM-  lie  sifriu'd  hy  auy  otlu'f  thiin  Ihe  person  to 
whom  piiynu'iit  is  due.  i;  must  ho  nc('nmi»iiiiic(l  hy  a  written 
order  from  such  prrson.  jriviu'r  authority  t'ur  tli.'  payment  and 
signature. 

Signature  by  '"his  mark''  must  he  witnessed  hy  some  per- 
son other  than  "the  one  maidng  payment. 

MONTHLY  RETURNS. 

47.  Otlices  uuist  send  in  all  their  ilonthiy  Returns  (ex- 
cept Trip  Reimrt.  Form  4!».  see  R\ile  (iti)  to  tlie  Auditor,  on  or 
before  the  fifth  of  the  following  month. 


BALANCE  DUE  COMPANY,  REMITTANCES,  ETC. 


48.  Every  otlice  balanee  due  the  eompany  nnist  be  remit- 
ted to  the  Secretary-Treasurer  on  or  before  the  fifth  of  the 
following  month,  unless  otherwise  siecially  ordered.  At  i)laees 
where  thei-e  is  m  ex{)ress  company's  agency,  managers  must, 
iinles.s  otherwise  instructed,  send  remittances  by  that  means. 
The  package  must  he  securely  sealed,  care  being  taken  that  tin; 
amount  enclosed  and  tiie  name  of  the  otltice  are  i)laiidy  marked 
on  the  outside.  Expi'ess  agent's  receipt  must  be  taken  and 
tiled  away. 

At  places  wiiei-e  tliere  is  no  express  otTtiee.  remittances  must 
be  sent  by  J'ostotlice  Order,  which  must  be  di'awii  payable  at 
Toronto,  Out. 

Remittances  sent  by  rostoffice  Order  should  not  be  regis- 
tered. 

At  i)laees  where  theic  is  no  express  otHice  and  the  Post- 
office  does  not  issue  money  orders,  remittances  must  be  sent  in 
cash  by  registered  mail,  and  the  postmasters'  receipt  taken 
and   filed  away. 

The  amount  of  t'nelosure  should,  under  no  circumstances, 
be  marlv"        hi  an  enveloi)e  sent  by  mail. 

A  l{e.  iittanee  Note  (Form  4:V)  must  be  enclosed  with  each 
remittance. 

Managers  mus^,  as  far  as  po.ssible,  avoid  sending  any  silver 
hy  mail,  and  in  no  case  will  postage  stamps  for  more  than  the 
odd  cents  of  a  remittance  be  accepted. 

Manageis  are  held  resi)onsible  for  the  strict  observance  of 
these  in.structions.  and  will  be  recjuired  to  make  good  any  loss 
occasioned  by  neglect  of  them. 
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0  THE   DOMINION   SCHOOL  TELEGRAPH   CO. 

DAY  BOOK    OFFICE,  Toronto      PROV..  O^t  , 


OFFICES 
"b^S     '    CHECKED 


NO.   OF   MESSAGES 

i  HPLK1-I> 


RECEIPTS  I  CHECKS 


St.itf 


Kii-i-i\i-ii      rtlr*!!!^--!! 


KVliiviJ      ..,,  .     ,  .  Oilur 

Liiu-s 


^  n 


Jjiii.      1  Haniilloii  ..     Oui.         I 

:J  Chi.Miio  111. 

8  \\  iiiiiipejj  ..;  M;iii.   ;      1 

••      !•_'  Loiiiloii  Out.    I     1       j       ■_» 

"      U)  llamiltoii  . ..j      "       I      1 

"      IH  ChicHKO        '     111.     j  I       1 

■JH  W'iiinipefj       Man. 
I  i 

"     :W  Loiiilon  Out.        1 


50 
25 
")0 


•J5 


l.>s 


m 


I      I  (•> 


1       (Ml 


15   ' 


i  1 


l'">         1.     7")        li  '.'5 
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HOW  THE  DAY  BOOK  IS  MADE  UP. 

(Form  22  ) 

49.  After  each  day'.s  husiiiess.  tlie  messages  are  sorted 
and  entered  on  this  report  in  strictly  alphahelieal  order,  the 
total  only  of  the  number  sent  and  received,  with  charges  there- 
on, to  be  shown. 

50.  In  column  "A"  enter  receipts  of  inward  "collect" 
telegrams  and  outward  "paid"  telegrams  received  from  your 
local  companies  lines  (that  you  are  authorized  to  cheek  direct 
with).  In  column  "B"  enter  receipts  of  inward  "collect"  tele- 
grams received  from  "other  lines."  Thus  if  the  through  rate 
from  an  "other  line"  station  was  50  cents  and  the  proportion 
of  the  through  rate  was  divided  25  cents  "this  line"  and  25  cents 
"other  line,"  you  would  enter  the  25  cents  in  column  "A"  and 
25  cents  in  column  "B. "  The  office  that  sent  this  message 
would  check  it  against  you  on  their  report  in  columns  "C" 
and  "D."  The  word  "checks"  has  reference  to  the  checking 
of  the  amount  of  tolls  between  offices. 

51.  By  referring  to  the  model  set  you  will  notice  that  on 
January  8th  Toronto  Office  sent  a  paid  message  to  Winnipeg. 
Man.  The  75  cents  which  was  collected  is  entered  in  column 
"A."  On  January  12th  one  message  was  sent  collect  to  Lon- 
don. Ont.,  and  two  received  collect.  The  charges  on  the  re-' 
ceived  messages  were  50  cents  and  are  entered  in  column  "A." 
The  me.ssage  that  was  sent  collect  is  checked  against  the  Lon- 
don Office  under  column  "C."  London  in  making  out  their 
report  would  show  on  this  same  date  against  Toronto  two  sent, 
one  received,  and  as  the  two  were  sent  collect,  the  50  cents 
would  be  entered  on  their  report  in  column  "C,"  whereas  the 
25  cents  which  was  collected  on  the  message  they  received 
from  Toronto,  would  be  entered  under  receipts  column  "A." 
When  the  Audit  Office  compares  Toronto's  column  "C"  with 
London's  column  "A"  they  should  agree.  If  not,  a  Check 
Error  Sheet  is  sent  out,  and  in  this  way  the  difference  is  readily 
accounted  for. 


i: 


52.  After  each  day's  business  has  been  entered  on  Form 
22  and  added,  the  totals  must  be  carried  into  the  daily  ac- 
count of  business  Form  15)  which  is  shown  on  the  back  of  the 
Balance  Sheet.  The  amounts  shown  under  columns  "A"  and 
"B"  are  receipts  and  must  be  taken  to  debit.  (See  lines  3 
and  5,  Form  15.) 
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f 


OTHER  LINES— COLUMN  "D." 


*. 


5:3.  The  cvtries  in  this  column  will  comprise  the  follow- 
iiig:  Amouuts  paid  to  "other  lines,"  amounts  paid  for  "spe- 
cial delivery."  and  amounts  received  on  "Collect  messages" 
forwarded  i<<  another  ottiee — the  additional  tolls  to  such  olfice 
heing  entered  in  column  headed  "Checks  this  line.  Column 
"C."  (See  Rule  8,  or  Book  6,  Article  12.) 

54.  Now  if  you  received  a  paid  message  over  one  of  your 
connecting  lines  (such  as  the  G.  X.  W.  receiving  a  message 
over  the  Western  Union)  to  be  sent  to  a  point  on  the  C.  P.  K., 
the  tolls  would  be  advanced  to  the  C.  P.  K.  and  shown  on  your 
report  Column  "D."  In  other  words,  you  would  credit  "other 
lines"  as  money  paid  out.  If  you  leceived  a  collect  message 
to  be  forwarded  to  another  office,  the  additional  charge  to  des- 
tination would  be  entered  in  column  "C"  checks  "this  line." — 
the  tariff  rate  from  the  originating  office  to  yo:i'  otfiee  would 
be  shown  as  "other  line"  tolls.  If  you  were  to  pay  out  money 
for  the  special  delivery  of  a  message,  enter  same  in  column 
"D."  The  total  tolls  shown  in  column  "D"  would  be  trans- 
ferred to  the  credit  side  of  balance  sheet  (Form  15).  as  a  cfodit 
to  your  office.  It  will  be  noticed  that  the  collect  messages 
referred  to  above,  to  be  forwarded,  is  not  a  credit  since  you 
do  not  collect  the  money,  but  in  order  to  check  the  rate  on  this, 
fiom  your  office  to  destination,  you  would  have  to  check  it 
under  the  column  "C,"  therefore  this  would  not  be  taken  to 
credit. 
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CHECK  LEDGER,  Toronto 


I  Hamilton  office 

I  Province  or  State  of  Uli  t  . 

j  January  19 13 

RECEIPTS  I  criECKS 

This  Line  Other linesl  This  Line  Other  Hnes 
ABC  \) 


1 

.?— 

4 —  - 

5 — ■ 

I) ' 

I 
7. ~- 

8 —  - 

9 _ — - 

10— — — - 

11 

12 

13 

U —  - 

15 

16 25    - 

17— — — -^ 

18 —  ~ 

19 

20— - 

21 ~ 

22 

23— 

24— 

25^ —  ■ 

26 

2^1— ~- 
29—  — 
30 — - 

Tl^         I     Ml 


I 


25 


Chicago  Office 

Province  or  State  of  J-  J-  J-  •  ^| 

January  "3 


RECEIPTS 


CHECKS 


5  This  l.ini  Other  lines!  Tiiis  Line  Other  lines 


1  — 

2  — 
3- — 
4— 

5 — 

6  — 

7 

8 


25 


9 1- 

10 !- 

11 - 

12 

13— — 

14 

15  — 

10—- 

17  — 

18- 

19- 

20- 

21- 

22- 

2i' 

24- 

25- 

26- 

27- 

28- 

29- 

30- 

31 

Ttl 


h-         I 


50 


25 


50 


I 


50 


50 


HOW  THE  CHE 


25 

CK 

55.  This  report  is  made  out  from  the  Day  Book  (Form  22)  in  order  to 
check  the  receipts  and  business  with  each  individual  office  durinjj  the  month. 
Since     Sunday's    business  is    always  included  in   Saturday's  report  (unless 
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OFFICE,  PROVINCE  OF  Ontario 


FORM  23 





Winnipeg  office 
fovincc  or  Statu  of  Man  , 


anuary  19 12 


RECKIPTS  !  CHECKS 

z  This  l.ini' Other  lii'.tn  Tliis    Line  (Jlher  lines 

-i      A  B  _<^  _     L    ^_ 

1 ' __ ___ 

2 '_____ . _- 

4 _ . -_ 


London  office 

I'rovirue  or  Slute  of  On  t  . 

January  10 13 

REC  KIT'S  '  THECKS 

riiis    l.ineDtlier  !ii;e»  riiis    l.ineOther  lines 

A  B (•  I) 

l:zz:izz:zi::z:.- 


75  - 


9 

10 — ■ 

11  _ — — 

12 50 

13 

U— — — 

15 _ 

16 . 

IS _. — 

19-— 

20  .    . 

21  . 

22- 


25 


6_ 
7  — 
8_ 
9_ 
10- 
U_ 
12- 
13- 
U_ 
15- 
16- 
17- 
18- 
19  _ 
20_ 
21- 
22- 
23- 
24- 
25- 
26 
27- 
28:- 
29;. 
3oL 
31. 
Ttl 

it  falls  on  the  last  day  of  tin-  month),  there  is  always  a  blank  hne  each  week 
and  on  this  blank  line  you  should  enter  in  red  ink  the  totals,  carrying'  these 
totals  forward  each  >.'i'ek  in  red  ink.  It  would  not  be  necessary  to  ilo  this, 

however,  i*"  you  only  had  a  few  entries,   such   as   are    shown   on    '-'orm    23. 

:33 


—  -75 


1     00 


2i 

24_ — 

25— 

26——. 

27, ■. 

28 

29 _. 


75 


75! 


30- 

31  _ 

1      00    Ttl 


25 


15 


75 


15 


25 
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Form  41      W^*^ 

21^-  Separate  Sheets  must  be  used  for  Locali  Conjoint  and  Manitoba  Offices  -^(g 

(See  Rule  92  or  Art.  33.) 
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Check  Report  o(  Toronto  Office,  'sla.'cor  Ont.  ior  Jan.  191^ 


LOCAL 


OFFICES 

I'r..v. 

State 

Ont 

Ki;ci: 

IITS 

OtlllT 

lanes 

B 

15 

(TIU'SC  l-ltluT 

and  All 

This 
Lini' 

nils  ti» 
ilitor  s 

Oil 
Lit 

iisi*  in  Sivrctarx 
Ottiiv  »nl> 

Tin 

l.in 

C 

CHECKS 

(ArrancfJ  in 

sitriith 

.•il|ili.iKtii..l  orJrr 

Hamilton 

London  
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The  Totals  of  Check  Reports  must  agree  with  Totals  of  "Daily  Account  of  Business,"  in  State-  m 

m«!t.  Form  15.  (READ  RULE  J02  OR  ART.  43; 
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HOW  TO  MAKE  OUT  CHECK  REPORT. 

(Form  41) 

56  At  tlu'  i-los.'  of  the  month  \\u-  t..tals  of  .Myh  ollin' 
shown  in  the  ("heek  Book  (Form  2;J)  are  transfoirod  to  this 
report  in  strictly  alphabetical  onlor.  If  is  n.Tcssary  t„  ol.iain 
the  number  of  telegrams  sent  and  received  from  the  Day  Hook. 
Tiie  totals  of  this  report  must  ajrree  with  the  totals  shown  in 
the  Dailv  Account  of  Husiness  (t'onnl.^).  Tins  report  is 
exactly  the  same  as  the  one  used  by  the  C.  1  .  K.,  O.  >.  w  ..  ana 
(\inadian  Northern  Telegraph  Companies.  The  totals  shmvii 
in  columns  "A"  and  "B"  are  taken  to  debit  on  Balance  sh.-ot 
on  lines  :3  and  .".  (Form  15).  The  amounts  shown  m  column 
-D"  is  taken  to  credit  on  line  2.  The  V.  W  K.  in  making  out 
this  report  attach  another  report  (Form  1026)  to  support  the 
amount  shown  in  column  ^D"  and  credit  will  not  be  allowed 
unless  this  form  accompanies  the  Balance  bheet. 

57  While  these  checks  reports  are  of  four  kinds,  nam.'ly. 
Local.  Vonjoint.  .Manitoba  and  Ka^tcrn  U.  N.  W..  only  three 
reports  aie  actually  made  out  for  each  territory  Oth^e^m 
Ontario  \vould  make  out  the  Local,  Conjoint  and  ]Manitoba. 
Offices  in  Manitoba  would  make  out  reports  on  Local.  (  onjoiiit 
and  Kastern  (!.  X.  W.  A  summary  must  b-  made  on  the  local 
report. 

In  the  model  shown  these  rci^orts  are  shown  all  under  the 
one  heading,  in  order  to  save  illustrating  the  form  itself  tliiee 

be 


time 


liut    ill 


jiciual  work  a  separate  shi'ct  must   be  usctl   for 


each  kind  of  repo'-'-  '  ^<'''  Article  :{:{.) 

THE  BALANCE  SHEET. 

(See  Insert,  Form  15) 

.')8.  This  report  is  simi)ly  a  statement  showing  the  debits 
and  credits,  or  in  other  words",  the  teccipts  and  exi>enditures  of 
vour  office.  The  instructions  tlurt  have  already  ben  given  on 
"the  other  reports  practically  explain  lines  ;{.  5  and  2.  The  in- 
structions for  handling  the  various  items  .shown  luub'r  the 
"debits"  or  "'credits"  are  fully  exjilained  in  Art.  49  to  ti;i,  or 
in  Tarilf  Book  Kules  <•:{  to  106.  In  reference  to  the  commis- 
sion statement  which  is  shown  on  the  back  of  the  sheet,  it  may 
be  said  that  after  this  is  made  out  you  simply  keep  the  commis- 
sion and  take  credit  for  it  on  line  4.  Postage  and  commission 
on  Postoftice  Orders  would  be  handled  in  the  same  way  on  line 
18. 
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THE  BALANCE  SHEET    Continued 

.')!».  The  ('.  I*.  R.  use  thi'  siiiiic  t'onii  iiuiiilnT  for  tlifir 
Hiilnm-c  Sheet  l)ut  tlio  form  itself  is  entirely  ditfereiit.  The 
priiieiple.  however,  is  exiietly  the  siiine.  It"  will  he  iiotieed, 
however,  thnt  when  the  ('.  P.  R.  station  iigent  is  a  telejrraith 
Jiyent  as  well.  th;it  the  hal.inee  due  to  the  eoiiipany  on  the 
ei'.'dit  side  of  the  Telegraph  llalanee  Sheet  (Form  lo)*  is  trans- 
ferred to  the  debit  side  of  the  Station  Halanee  Sheet  (Form  .'54). 
iiiKl  ill  this  way  the  total  remitt.inees  both  fur  tele<iraph. 
fre'^'ht.  ticK-ets.  etc..  are  sent  in  sti'ainht  to  the  he. id  oHie/.  the 
andit  ofdcc  dividiiifj  thr  amounts  to  their  respective  di'i)ait- 
ment.     (Sec  model  rep.ort  irscrted  at  hack  of  Itook.) 

HOW  THE  BUSINESS  IS  HANDLED  IN  LARGE  CITY 

OFFICES 

CO.  Instead  of  usiiif?  the  Day  Hook,  lar^'e  sheets  are  usid 
and  numliercd.  dependinjr  upon  the  numhcr  refpiii'cd.  A  sej)- 
arate  slu-et  is  used  for  receipts  and  a  s.'p:irate  one  for  cheeks. 
The  names  of  the  offices  are  printed  on  the  left-hand  and  riprlit- 
hand  margin  oi  each  foiin.  and  the  days  of  the  month  are  tahu- 
lated  at  the  top.  ^Vom  left  to  right.  "  Fnder  each  day  of  the 
month  and  opposite  the  various  oflfiees  the  amounts  are  shown 
\''~n-  "this  line"  and  "other  lines."  the  ahhreviation  T.  L.  and 
O.  L.  liein<,'  used,  and  the  toils  for  "other  line"  eharpes  heing 
put  in  red  ink. 

()1.  As  Sunday  messages  aie  always  included  in  S.itur- 
day's  business,  there  is  always  a  blank  line  left,  in  which  the 
total  for  each  week's  business  is  entered  in  red  ink.  these  red 
ink  totals  being  eari-ied  forward  each  we.'k  until  the  end  of  the 
month,  then  the  month's  total  is  tabulated  to  the  right  of  the 
report  and  the  grand  total  for  both  "this  line"  and  "other 
lines"  shown  at  the  bottom  of  the  form. 


HOW  THE  BUSIN.TJSS  IS  TAKEN  OVER  THE  COUNTER. 

62.  Several  clerks  wait  upon  the  customers  at  thi'  coun- 
ter, each  clerk  having  a  designating  letter,  such  as  A.  ]J,  (",  D. 
etc.  Kach  clerk  has  his  own  cash  drawer  and  keeps  a  record  of 
all  ".sent  paid  messages"  on  a  counter  cash  sheet,  also  keeps  a 
record  of  sent  "paid  messages"  on  a  separate  counter  charge 
sheet,  that  is.  messages  that  an  chiirged  to  customers  who  are 
authorized  to  run  monthly  accounts.  When  the  clerk  receives 
a  message  over  the  counter,  he  .stamps  it  with  a  rubner  stamp 
as  a  paid  message  and  enters  the  amount  of  tolls  on  it,  each 
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HOW  THE  BUSINESS  IS  TAKEN.  ETC.  -Continued 

nifssac.'  l>eii:fr  inimlMMed  in  mim.'rical  ortli-r  and  .'iitered  iic- 
i-oniii.}.'lv  on  liis  count.T  .'ash  slu'.'t.  The  totals  (.1  tins  .'ount.'i- 
cash  slu'i't  nuist  balam-e  witli  tin-  money  in  casli  .Irawcr.  aii.l 
at  th."  end  of  eaeh  day's  husine.ss  this  money  is  tuine.l  over  to 
tlu'  easl\ier. 

(l:j  On  mi'ssajres  tliat  are  reeeived  over  1h."  eount.M-  whieli 
•ire  10  i.e  ('harped  to  customers  there  is  a  rul)her  stamp  wineh 
stamps  the  messap'  to  I..'  sent  as  a  paid  messa>re  hnt  ov.r  th.' 
word  ••i>aid"  an  X  is  shown  v.ilh  the  eU-rk's  desifrnatmn  ettcr 
on  it.  The  X  si«rniHes  tli.'  message  is  to  he  eharped.  I  \u'  l.'ttir 
signifies  the  eh-ri;  who  nceived  it. 

HOW  CUSTOMERS'  ACCOUNTS  ARE  KEPT. 

G4  Clerks  are  emploved  to  tiiter  np  daily  the  nn'ssaRes 
that  are  charged  to  custoiiiers.  The  messafjes  arc  s.vrted  i)y 
iuniors  in  alphabetical  ord.  r  and  diifereiit  clerks  take  diftercnt 
letters  of  the  ali)hahet.  Thus,  one  clerk  would  enlcr  up  cus- 
tomers' reports  from  A  to  F.  another  clerk  (1  to  A  .  etc.  Ihe 
totals  of  the  customers'  accounts  must  cotupare  with  the  totals 
of  the  counter  eharffe  sheets  which  are  handed  m  hy  the  vari- 
ous clerks  at  the  counter.  At  the  end  of  eaeh  month  th.'se 
accounts  are  mailed  to  the  custom.'rs  and  the  am<.unts  collccte.l 
l)y  regular  collectors  calling  at  the  offi<'es  tor  them. 

6;")  Hefore  these  messages  are  hamh'd  to  the  clerks  to  he 
entered  against  the  customers,  a  clerk  who  is  well  mlormed  on 
the  taiitf  and  practical  work  of  a  telegraph  ofHce  checks  each 
rate  and  enters  same  on  the  message  with  hlue  pencd. 

THE  DELIVERY  OF  CITY  MESSAGES. 

m  All  messages  are  numbered  in  numerical  order  and 
messenger  bovs  are  einployeil  to  deliver  these  throughout  the 
citv.  In  order  to  kee])  a  n-cord  of  th.'  m.'ssag.'s  handed  to  each 
messenger,  a  deliverv  sheet  is  used  upon  which  numbers  run 
in  consecutive  order  and  opposite  each  number  the  number  ot 
the  messenger  is  entered  opposite  the  number  of  the  telegram, 
so  that  thev  niav  be  able  to  tell  at  any  time  what  particular 
messenger  received  the  telegram  for  delivery.  Each  messenger 
bov  carries  with  him  a  delivery  sheet  which  shows  the  number 
of'the  message,  the  time  sent  out  (charges  if  any)  and  a  place 
to  receive  the  receipt  of  the  person  receiving  the  telegram,  to- 
gether with  the  time  it  was  delivered. 
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CITY  BRANCH  OFFICES. 

07.  A  daily  report  is  made  out  Ity  each  branch  office  and 
sent  in  witli  lull  rcmittancf  to  main  office.  Mcssaffcs  that  an- 
charged  are  entered  on  charge  account  in  head  office,  in  the 
same  \yay  as  those  received  over  the  counter.  In  the  event  of 
any  mi.stakes  heing  discovered,  it  is  quickly  rectified  and  the 
l)ranch  office  notified  accordingly— all  the  rates  being  checked 
for  every  message.  Since  the  message  is  sent  by  telegraph 
from  the  branch  office  to  the  main  office  in  the  city  and  then 
relayed  or  transmitted  through  1o  destination,  the  original  mes- 
sages are  also  sent  to  the  main  office  and  these  are  sorted  with 
the  messages  that  are  sent  l)y  wire  and  they  are  glued  "back 
to  back"  and  bundled  together  each  day.  *In  the  main  office, 
messages  that  are  received  frojn  branch  offices  are  copied  on  a 
colored  form  to  show  that  they  are  branch  office  messiiges.  and 
in  this  way  they  are  very  easily  distinguished  from  the  mes- 
sages that  come  over  the  counter.  The  messages  received  from 
each  branch  office  are  .sorted  in  alphabetical  order  correspond- 
ing to  the  office  call  and  instead  of  writing  in  the  branch  name 
the  office  call  is  stamped  with  a  big  red  stamp  in  the  jilace  pro- 
vided for  the  purpose.  Thus,  if  the  office  call  for  the  King 
Edward  Hotel  was  K,  K  would  be  shown  in  place  of  the  name 
of  the  hotel. 

GENERAL  OFFICE  PRACTICE. 

68.  In  assuming  a  new  position,  the  most  important  step 
is  t-  acquaint  yourself  with  the  various  telegraph  calls  and 
get  an  idea  of  the  kind  of  work  that  is  expected.  This  mny  be 
done  by  looking  over  the  copies  of  the  messages  that  have  been 
sent  and  received. 

69.  System  in  carrying  out  your  daily  routine  work  in  an 
office  is  one  of  the  most  important  things  you  can  do.  The 
Day  Book  should  be  entered  up  daily  and  not  left  until  the  end 
of  the  month.  In  stations  where  they  do  the  commercial  tele- 
graph work,  some  agents  leave  the  telegraph  reports  until  the 
end  of  the  month,  when  they  have  all  their  general  freight  and 
ticket  reports  to  make  up.  and  as  a  consequence  all  this  work 
comes  at  once,  making  it  difficult  to  get  reports  out  in  time.  It 
is  hereftore  snggesed  that  the  telegraph  reports  should  be  en- 
tered up  regularly  and  totalled  each  week  in  red  ink.  the  totals 
being  carried  forward  until  the  end  of  the  month. 

70.  You  should  have  a  file  for  received  telegrams  and  a 
separate  one  for  sent  telegrams,  so  that  the  total  number  sent 
each  day  and  the  total  number  received  may  be  transferred  to 
your  report  quickly. 
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GENERAL  OFFICE  PRACTICE  -  Continued 

71  All  circulars,  tariffs,  etc.,  sent  out  by  the  telegraph 
and  railway  companies  should  be  studied  and  filed  in  such  a 
wav  that  they  may  be  found  readily.  After  the  office  becomes 
systematized  your  work  becomes  merely  routine  and  naturally 
gets  easier  all  the  time.  Circulars  are  usually  numbered,  and 
in  this  case,  should  bo  kept  in  numerical  order.  Receipts,  etc.. 
should  be  filed  in  alphabetical  order  Thus,  receipts  for  re- 
mittances would  be  filed  under  "R." 

72.  Try  to  keep  on  good  terms  with  your  fellow-workers, 
as  vou  may  be  in  need  of  some  friendly  assistance  which  their 
experience  will  enable  them  to  give  you.  If  you  are  employed 
in  a  station  where  the  commercial  telegraph  busineps  is  handled 
the  commercial  receipts  should  be  kept  separate  m  the  same 
way  as  the  receipts  from  ticket  sales  are  always  kept  separate 
from  the  receipts  of  the  frfiight  department.  Review  the  Tariff 
Book  of  instructions  during  your  liesure  hours  and  always  keep 
posted  on  matters  that  pertain  to  your  office,  with  a  view  of 
securing  as  much  business  as  possible. 

HOW  TO  HANDLE  THE  OIBOUIT. 

73.  It  is  important  for  a  telegraph  operator  to  trace  the 
circuit  in  his  office  through  the  switchboard  and  the  instru- 
ments on  the  table.  There  are  two  kinds  of  circuits,  the  main 
line  circuit  and  the  local  circuit.  The  main  line  circuit  extends 
the  entire  length  of  the  telegraph  line  upon  which  all  offices  in 
that  circuit  are  connected  to  through  the  sv.itchboard  and  re- 
lay. Do  not  forget  that  the  relay  is  on  the  main  line  circuit, 
while  the  sounder  is  operated  by  your  local  battery.  A  local 
c  cuit  is  a  short  circuit  confined  to  your  office,  which  starts 
from  the  batterj'  and  goes  through  the  relay  and  the  sounder 
back  to  the  battery  again. 

74.  It  will  be  remembered  in  the  first  instruction  paper 
that  the  ctric  current  must  have  a  return  path  on  which  to 
travel  and  we  trust  the  illustration  given  here  will  make  the 
subject  clear  to  the  student  of  how  the  current  is  traced.  It 
very  often  happens,  however,  that  the  wires  become  broken 
and  it  is  necessary  for  you  to  connect  them  together  in  order 
to  complete  the  circuit. 
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HOW  TO  HANDLE  THE  CIRCUIT- Continued 

Fij(.  1  illiistrati's  the  correct  iiirthixl  of  Hplicing  •■I(>o(ric  nirc'*.  wlictluT 
iron  or  copin-r,  lar>{c  or  cnmll.  ff  tin-  nin-  in  inMuliitpil,  the  iriHiiliition  miist 
Ih'  removed  ami  the  iiictal  scraped  plenii  and  l.rijflit  at  the  point  where  the 
wireH  come  in  contact. 


i-ijf-  J 


^■iK■  .! 


Fijf.  2  outlines  the  method  of  connecting  up  a  Learner's  Outfit  or  any 
short  line  combination  sot  of  instruments  with  a  sinjjle  cell  of  battery  for 
practising   purposes. 

Fig.  3  shows  how  to  coniic't  up  two  Learner's  Outlits  or  other  short 
line  combination  sets  of  instruments  upon  wluit  is  termed  a  "metallic  cir- 
cuit." when  the  instnunents  are  located  in  .lifferent  rooms  or  different 
buildings.  In  general,  while  it  is  considered  best  to  keep  half  the  battery 
at  each  station,  equally  good  results  can  be  obstaiued  on  such  a  circuit  as 
this  if  all  the  battery  is  located  at  one  station,  but  it  will  not  be  so  con- 
venient for  "testing"  should  any  trouble  occur  on  the  line. 

When  it  is  desired  to  put  a  Lightning  Arrester  on  a  metallic  circuit, 
'»,  '  uld  be  ccmnected  to  the  line  in  the  same  way  as  shown  for  the  middle 
.aon  in  Fig.  .5,  and  the  instruments  must  be  attached  to  the  Lightning 
Arrester  also  as  shown  therein,  keeping  the  switch  pin  in  the  ".lejid  hole," 
\  ground  wire  will  then  be  required  also,  though  it  is  not  connected  direct 
to   the   line. 
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HOW  TO  HANDLE  THE  CIRCUIT    Continued 


Fi^r.  4  illustriitfH  prwiscly  tli<>  siiiiip  tlrinn  us  Fij;.  :<  with  tin-  .■xc.'ptioii 
that  til.'  liiii'  ill  tliis  e'iis<"  is  a  " uroiiti.l.Ml  .•nMiif  inst.'a.l  ..f  a  '•metallic 
ciri-nif  •  an.l  that  th.-rc  arr  two  .■ells  r)f  l.att.Tv  at  ea.-h  stali..n  instead  of 
one. 

More  battery  may  be  a.l.le.l  at  [ileasure  at  either  ..ne  or  l.)th  the  sta- 
tions, aeeor.ling  to  eonvenieii.e  and  the  requirements  of  the  line. 

For  method  of  ponneetiiiK  in  a  Li({htninK  .\rrest,.r,  se.-   Ki^'.  .">. 


Kin  a 
Vili.  5  shows  three   Instnim.'nts  or  other  short    line  eombiiiation   sets, 
connects  u).  on  a  grounded  eireuit  with   LiKhtninu  Arresters.     The  Switeh 
Pin  in  this  ease,  while  instruments  arc  in  use,  must   l)e  keju   in   Uie  "liea.i 
hole,"  which  is  the  hole  in  the  centre  of  the  midille  plate. 
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HOW  TO  HANDLE  THE  CIRCUIT— Continued 

Wlien  there  arc  only  two  stations  ou  tCe  line,  the  method  of  "connect- 
ing in"  Lightning  Arresters  shown  in  Fig.  G  is  best.  The  objection  to 
adopting  that  method  at  terminal  stations  when  tliere  are  three  or  more 
stations  on  the  line,  is  tliat  in  "cutting  out"  tlie  instruments  the  main 
battery  would  also  be  cut  out  at  that  end,  and  the  other  stations  deprived 
of  its  use,  which  sliould  not  be  the  case. 


Fitf-  f> 


Fig.  G  shows  the  best  iiietliod  of  setting  up  a  full  set  of  instruments 
and  Lightning  Arresters  on  a  "grounded  circuit"  consisting  of  only  two 
stations. 

K  represents  the  Key  at  each  station,  R  the  Relay,  S  the  Sounder,  X 
the  Combined  Switch  Cut-out  and  Lightning  Arrester,  M  B  the  Main  Bat- 
tery to  operate  the  main  line,  and  L  B  the  Local  Battery  to  work  on  the 
Sounder,  which  is  on  a  local  circuit.  O  represents  the  "Ground"  or  earth 
connection,  from  which  run  two  wires,  one  to  one  end  of  the  battery  as 
shown,  and  the  other  to  the  binding  post  on  the  middle  plate  of  the  Light- 
ning Arrester.  During  working  hours  the  pin  should  be  kept  in  the  top 
hole  of  the  Lightning  Arrester,  but  at  nights,  when  out  of  use  and  when 
lightning  prevails  severely  enough  to  make  it  advisable  to  "cut  out"  the 
instruments,  the  pin  sliould  be  inserted  in  the  hole  between  the  Line  plate 
and  tlie  (iround  plate.  The  remaining  hole  may  be  used  when  for  individual 
practice  or  otlier  i)urpose  it  is  desirable  to  "short  cin'uit"  the  instruments 
at  either  station. 


When  more  than  two  stations  are  on  the  line,  it  is  preferable  to  con- 
iie  t  the  line  to  the  Lightning  .\rrester,  in  the  manner  shown  in  Fig.  5, 
i.-hich  also  explains  the  reason  therefor. 
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THE  SWITCHBOARD. 

7").     A  switchboard  is  iisod  for  coiiuect- 
ing  the  main  line  circuit  or  wires  with  the 
loeal  iiistniments  in  your  oflfiee.    In  Figure  7 
is  shown  an  iihistration    of    a    switehboard 
with  foil!   distinct  wires  h'adinf.'  into  same. 
Each  telejiraph  oftiee     is     supplied  with   a 
switchboard,  and    throufjh    this    any    wire 
which   is  cut   into   that  office   may    l)e   con- 
nected  with   any  iiistruiiient   in   that    office. 
The  switchboard  illustrated  here  is  the  one  nuist  commoidy  in 
use.    On  the  front  of  this  switchboard  will  be  noticed  perpen- 
dicular bars  opposite  each  binding  post  slu.wn  at  the  top  of  the 
switch  which  illustrates  where  the  main  line  circuit  comes  in 
and  out.    lietween  these  l)ars  is  a  row  of  discs  which  have  no 
connection  with  the  perpendicular  bars  except  when  the  metal- 
lic pin  is  inserted,  but  they  are  connected  horizontally  with 
each  other  by  a  metallic  strip  which  is  connected  on  the  rear 
of  the  board,  with  the  exc.j>tion   of  the  bottom  row.     Kach 
disc  and  each  perpendicular  bar  has  a  semi-circular  hole  in  its 
edge,  so  that  the  pin  plugs  inserted  will  connect  with  the  hori- 
zontal straps  on  the  back  and  the  perpendicular  bars  on  the 
front  of  the  board. 


76      On   the  top   row   of  the   switchboard  you  will  notice 
a  metal  plate  running  directly  across  and  luiderniiith  the  bind- 
ing post  where  the  main  line  wires  are  cut  in.     The  ground 
Avire  is  connected  on  the  left-hand  binding  post  opposite  this 
methal  strip  and  is  used  generally  in  making  tests,  wiiether  the 
circuit  is  open  east  or  west,  or  north  and   south,  whichever 
direction  the  line  is  running  in.     The  lightning  arresters  are 
also  attached  to  this  plate,  and  these  are  used  to  prevent  in- 
juries from  lightning  to  the  instruments.     AVhenever  an  elec- 
trical storm  is  on,  the  screws  should  be  tightened  to  this  plate. 
You  will  notice  that  this  l)ar  has  no  connection  whatever  with 
the  perpendicular  bars  under  it.    The  wires  leading  from  this 
switch  to  the  instruments  in  your  office  are  connected  on  the 
left-hand  side  to  the  binding  posts  as  shown. 
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HOW  TO  CUT  IN  YOUR  INSTRUMENTS. 

77.  In  coiiiiocting  nn  iiistrumt'iit  throiigli  tlu'  switciiljojird 
it  is  iicccssiiry  that  ))otli  hoiizontal  stiMps  which  jiiv  at  th.> 
biii'U  of  the  hoiird  and  which  lead  to  the  instiunients  and  both 
jxTpcndicular  liais  wliicli  load  to  tlic  main  line,  he  on  the  same 
circulr.  anti  lliis  is  doiu'  hy  inscitinfj  two  pin  ]i\n\xs  diagonally. 
After  tile  i>in  plu>rs  are  inserted  in  tln'  ho.ii-d.  you  can  easily 
ti'ace  the  eiirrenl  l>\  followinjr  one  of  the  main  line  wires  to  one 
plu|tr.  then  to  the  side  hinding  post  dnwn  throiiji;h  the  iustiii- 
ments  and  hack  afrain  to  the  other  dIuj?  and  out  on  the  main 
line.  AVhen  closing  up  the  otifice  at  nifrht.  the  instruments 
should  lie  cut  out  of  the  switchboard,  and  this  is  done  by  put- 
tinji  the  two  jiin  ])lu}is  in  the  two  lioles  at  the  bottom  of  the 
boartl.  This  allows  the  circuit  to  po  tlirou<rh  the  switchboard. 
bu*  does  not  connect  them  in  any  way  with  the  local  instru- 
ments in  your  oftice. 

TRACING  THE  CIRCUIT. 

7S.  The  main  line  v.iie  or  circuit  is  cut  into  the  stations 
and  connected  to  a  switchboar<l.  then  \\\v  instruments  in  your 
office  are  conni'ctrd  lo  the  main  line  through  the  switchboard 
by  metallic  plugs.  I'.y  referring  to  the  diagram.  Fig.  :{.  you 
will  easily  sec  how  to  trace  the  circuit,  comm.'iicing  at  the  jiosi- 
tive  pole  of  the  battery  and  tracing  it  through  the  instiuments 
ami  baclc  ;o  the  negative  pole.  (Jravity  batteries  are  shown  in 
the  diagraiii  and  gi'avity  liatteries  are  most  generally  used  in 
all  telegraph  (ttilices.  The  zinc  ])late  is  called  the  positive  ])ole. 
whei'i  as  the  copper  iiliite  shown  at  the  bottom  of  the  battery 
is  called  llu'  ni'gative  p;olc.  When  a  giavity  battery  is  tiist 
made  up  new  th  'y  short-circuil  it  in  order  to  get  thi'  chemical 
action  Winking  (|uicker  by  simply  cunnecting  the  positive  and 
iiegati\V  p<drs  by  a  small  piec<'  of  wire.  This  is  the  s.ime  exact- 
ly as  if  th  '  battery  had  bei n  in  use  for  some  time,  but  .as  the 
1','tterv  i>  new.  it  hasn't  the  sti'cngth  necessary  to  work  fhi> 
so\ui(bi-.  If  you  can  ti'ace  tiie  path  through  which  the  electric 
cunciit  tlnws  throuizh  your  oi'iice.  i;  gives  you  a  s])lendid  idea 
of  how  to  locate  tr.mblc  whenever  it  occurs.  Imt  in  doing  this 
it  is  iie(  essary  for  you  to  understand  the  switchboard  and  how 

lo   cut    in    ihe    iil.^t  1  Ullielil.-^.   elC. 
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TESTING  THE  CIRCUIT. 

7!».     Ill  Fill.  4  you  will  iiotii'f  tluil  iiistfiid  of  ii  i-t'tiiiii  wire 
upon  whicli  tli^  c-u'rmit  is  to  travel,  tlifv  use  the  •rrouiul  wire 
!i!i(l   fri-ound.  till'   k'ltfi-  "O"  illustratiiii.'  the  frroiiiHl.  mid   <'l 
i-Hurse  the  (Mi-tli  being  a  conductor  of  .•lectricitv  will  cany  tlir 
eii-cuit  just  ill  the  same  way  as  the  wire  will  itself,     in  eveiy 
oftiee  there  is  a  wire  eoiiiieeted    fioni  the  switelilHiar<l   to  the 
•rrouiid.     If  the  wire  were  eoiiiieeted  to  the  <:as  or  water  pipe 
Tt  would  serve  the  luirpose.    This  •rround  wire  is  iis.d  for  te^t- 
•iig  iturposes.    If  the  wire  chief  or  des|)atelu  r  should  locals  the 
trouble  at  your  office  and  tell  you  to  <'Ut  out  your  nistrunients 
and  look  for  the  break,  you  will  put  the  |)lu<is  in  your  switch- 
board   in    sue'  vay  that   tiie  circuit     will    go  tliiMuj.'ii    the 
switchboard.  '        -     ;  connect   it  in  any  way  witii  your  in-tiii- 
iiienis.  then  <  ■       ■    lec  with  the  one  wire  which   is  connecied 
to  the  switchboard  and  carefully  trace  it  along  until  yoi  come 
to  where  it   is  connected  with  the  relay.     Ivxainiii'   this  care- 
fully in  all  its  i>arts  to  see  that  the  conneclions  are  prijierly 
made  and  tirm.  then  having  it    by  the  other  wire  jtroeeed  to 
trace  along  until  you  come  to  the  key.    Then  y(Mi  must  examine 
this  also  to  see  that  all  connections  are  linn  and  well  niadi'  and 
following  the  wire  leading  from  the  other  binding  p^st   care- 
fully trace  the  wire  until  you  come  again  to  the  ^witchboal•d. 
If  the  wire  conductor  is  found  to  be  intact   and  all   prop  rly 
eoiincetod.  the  trouble  is  no  doubt  located  in>ide  the  relay,  the 
ci>nstruction  and  repair  of  which  iiiiist  be  done  at  headquarters. 
If  in  such  a  ease  you  discovered  the  fault  to  be  in  the  relay 
you  would  wire  the  chief  aci-ordingly.  leaving  the  instruments 
cut  out. 


80.  Xow  if  tlio  eircut  should  be  open  and  the  wire  cliief 
called  you  to  try  the  wire,  you  would  put  your  pin  i)lug  in  the 
hole  opi>osite  the  ground  wire,  try  it  east  and  then  if  the  cir- 
cuit woiks  ir  goes  to  show  thai  the  line  is  o]>en  east  of  yon.  lie 
Avill  then  tell  you  to  ake  olV  your  ground  wire,  in  nrd  r  that 
he  may  call  soine  otlnr  station  east  of  you.  to  see  whetlnr  the 
line  is"  o])eii  east  of  that  station,  or  between  your  station  and 
his.  You  will  imtice  that  if  the  plug  is  in  the  irfound  wire  east 
tliat  the  circuit  would  be  tnn-ed  through  the  main  line  wire,  in 
through  the  instrumeiils,  and  back  through  the  ground  wire 
and  earth  to  the  otVice  you  are  working  with.  Xever  leave 
ground  wire  plug  in  switehbo.ird  uiiU'ss  iiisinn-ted  by  (le>p.itcli- 
cr  or  chief  dperator. 
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TESTING  THE  CIRCUIT  -Continued 

An  endless  amount  of  trouble  is  causod  through  ignorance 
and  neglect  of  tolegraphors  to  carefully  and  frequently  inspect 
the  connections  of  the  wires  to  their  switchboard,  instruments, 
etc.,  thrrughout  their  offices  and  to  keep  the  wires  inside  the 
office  f»'e:>  from  cob  webs,  dust  and  dirt.  Be  careful  to  see  that 
all  screws  and  binding  posts  are  set  firm  and  do  not  allow 
papd-s  to  bv?  put  behind  the  switchboard  or  hung  upon  the 
wires  in  or  about  the  office. 

ADJUSTMENT  OF  INSTRUMENTS. 

81.  In  ad.justing  the  1  ey,  care  should  be  taken  to  see  that 
the  binding  posts  are  not  stt  too  tight.  The  lever  should  work 
freely  on  the  pivot  jmints.  At  the  same  time  the  set  screw 
should  be  kept  firm.  The  "play"  of  the  key  must  always  be 
free,  the  upper  platina  point  striking  the  under  one  squarely. 
These  platina  points  must  be  kept  free  from  rust  or  dirt.  The 
distance  between  the  platina  points,  which  is  governed  by  the 
set  screw  at  the  end  the  lever,  should  equal  the  thickness  of 
three  to  five  pieces  of  ordinary  writing  paper. 

82.  The  platina  points  on  the  relay  should  be  between  one 
to  three-sixteenths  of  an  inch  apart,  in  order  to  allow  the  neces- 
sary "play"  of  the  armatiu-e  between  these  two  set  screws  and 
points.  The  relay  is  undoubtedly  the  mcst  difficult  of  all  tele- 
graphic instruments  to  adjust.  You  will  notice  by  referring 
to  the  instrument  that  there  is  a  large  adjustable  turn  screw 
to  regulate  the  electro-magnets  and  to  govern  the  distance  be- 
tween the  lever  of  the  armature  (whicli  is  the  small  upright 
mechanism),  and  the  electro-magnet.  Do  not  bring  the  electro- 
magnet so  close  to  the  lever  on  the  armature  as  to  prevent  a 
good  contaci  between  the  platina  point,  neither  should  they  be 
drawn  so  fai'  away  from  the  armature  lover  as  to  prevent  the 
magnetism  f'om  acting  upon  the  lever  of  the  armature.  The 
spring,  whicli  is  regulated  by  a  large  set  screw  at  the  extreme 
left  of  the  r.'lay.  also  assists  in  the  adjustment  of  the  instru- 
ments. The  purpose  of  this  spring  is  to  draw  the  armature 
away  from  the  platina  point  on  the  set  screw  immediatidy 
above  the  ';lectro-magnet. 

8.3.  In  adjusting  the  sounder  allow  sufficient  "play"  be- 
tween the  armature  and  the  electro-magnets  for  one  piece  of 
writing  paper.  At  the  end  of  the  lever  is  a  spring,  which  is 
adjustable,  according  to  the  strength  of  the  battery.  If  the 
battery  is  weak,  the  spring  should  be  weak,  but  if  the  battery 
is  strong,  the  spring  should  be  strong. 

36 


Mi 


• 


Dominion  School  of  Tki-kcrmmiy  and  R  mlroadinc. 


SERVICE  MESSAGE  CODE 


To  s.nc  tinif  i.tMirks  and  ..pirator-.  in  tlif  pnp.iralion  .nul  tranMn;^^;..!!  »!  siri  ic-  nnssaBi-s- 
tlu-  t'oIK>win^;  t-odc  will  Ix'  uM-d  : 


CODE 
WORD 


MEANING 


CANCEL.     Caiuol   A;   filo 


EXAMPLE 


COLLECT  Collect  lluTO.      Payment   re- 
!       fused 


COLUNK.   .  Collect    there.        AiUlresset 


uiikiiown. 


DELD. 


Delivered  O.  K. 


D    F.  S DisrejfHrded  former  service 

DUP Duplicate  quickly  from  orijj 

i      inal   word  not   understood 

G.  B.  A Give    belter    address.      L'n- 

knov  .   at   address  j;iven. 
Not  in  direclorv 


H.  A 


Hurrv  answer. 


H.  C Hurry  press   check 

MISSING..    Missing    number.      Descriln- 
R.  F.  O  .  .  .  .    Repeat  from  orij^iiial.     Mes 


s.  o.s... 


aije  not  understood. 
See  >i!r  Service 


Our  //  4\  .\\-,v  Vori,  fhnry  Urif^gs, 
sigiieti  lIiMipir,  CANCEL. 

VoiirA-lW  C/iirago,  II '.A/ i''-"  Sun, 
signed  I'nitcrson,  COLLECT. 

Your  A  --Mlt  Biijfah:  Henry  11'. 
(ifrris/i,  "Jl  Monmouth  S/.,  East 
/ios/on,    sigiuii     (iirrish     t'--"    Co.. 

COLUNK. 

Your  A  ]\1  ('/"Ms/,yo/in  C.  Wilson, 
DELD. 


Your  a  !»1  Artnour  <'•-'  Company, 
tenth  Abhor,  DUP. 

Your  A  111  .V.  r.,  Wm.  XcTixonib,  :U 
liroail  St.,  signiit  (!.  J.  Fuss, 
G.  B.  A. 

Our  A  8:1,  Smith,  /iron'n  Co.,  signed 
Jones  i''^  Company,  H.  P. 

Transcript  :V)lh,  H.C. 

Your  C  US,  MISS'VCt. 

!'"«/•  J04  Huston,  G.  F.  Smith,  signed 
llenrv.  R.  F.  O. 


S.  y.  S See  vour  Service. 


TRY. 


See  your  (Insert   number  <■>(,  Your  .\  42.      Try  W,  South  St. 
service  messajie).     Try  to 


deliver  at . 


UNDELD  .Undelivered.    Addressee  has    Your  H'^'^  St.  Louis,  F.  H.   Webster, 
i      left I      signed  James,  UNDELD. 
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TEST  QUESTIONS. 

1.  (a)  Within  what  limits  are  Commercial  Telegrams  de- 

livered? 

(1i)   If  a   Telegram   has   to   bo   delivered    outside    of 
limits,  what  extra  charge  is  necessary? 

2.  "When  are  Night  Telegrams  delivered? 

A.  What  is  a  Service  Message?  Illustrate  hy  using  the 
service  code,  G.  B.  A. 

4  IIow  many  words  in  the  following:— B\  O.  H. ;  Niagara- 
on-the-Lake;  .$!),-).2r);  89^4;  Your  W.  B.  738,  Jan. 
21st. 

,'5.  "What  does  one  star  mean  when  placed  before  the  name 
of  an  office  in  Taritt"  Book?  Two  stars?  Three 
stars? 

6.  What  do  the  following  words  mean  when  used  in  a 

Service  Message : — Cancel ;  Colunk  :  S.  Y.  S..  G.  B. 

A.? 

7.  When  receiving  a  message  you  notice  the  check  does 

not  agree  v.ith  the  number  of  words,  what  do  you 
do? 

8.  In  copying  a  message,  how  is  it  easy  to  count  the  words 

at  the  same  time? 

9.  In  looking  in  the  t  iritT  for  a  rate,  you  find  a  star  placed 

before     the     name  thus:— *.Iuliett    25.0,  Smith's 
Falls.    What  does  it  mean? 

10.     What  is  a  Voucher? 

11      In  the  Dav  Book  what  amounts  are  entered  in  Column 
"A"';  and  "B"? 

12.     What  entries  are  made  in  Column  "D"? 

i;}.     What  (1        the  Check  Ledger(  Form  23)  show? 

14.  In  making  out  Check  Report   (P'orm  41).  is  it  neces- 

sary to  use  separate  sheets  for  the  different  kinds 
of  business  ? 

15.  (a)   On  Balance  Sheet  under  heading  "Daily  Account 

of  Pnisiness,"  where  do  you  find  the  number  of 
messages  sent,  and  received? 
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TEST  QUESTIONS    Continued 


(1> 


K.  'I\'l.;- 


Ou  line  2,  credit  side,  how  does  the  CI' 
grapli  ('()ini>iiiiy  .s\ipi)oit  tlie  ainuimt  .' 

How  do  branch  city  offices  report  their  l)usiness'.'  What 
is  done  with  the  original  messages? 

(a)   Name  the  circuits  in  an  otiice .' 

(1))    If  the  circuit   were  open  east  of  ytnir  otliee  now 
would  you  know,  and  who  would  yi>u  advise? 

In  testinji  the  circuit   with  your  f,'ro\ind  wire,  would 
you  leave  your  j?round  wire  j>lug  in  switichlmard? 

If  vou  were  working  in  (lalt  ottiee  and  received  a  col- 
lect message  from  "Woodstock.  Out.,  what  cohimn 
would  vou  enter  the  charges?  If  you  sent  a  col- 
lect message  to  Woodstock  what  column  wouh' 
vou  enter  charges? 
20  In  Tariff  Hook  an  ot!iee  is  shown  :—**('entre  Island 
2r).0.  Toronto,  Out.  You  are  handetl  at  Gait,  Out.,  a 
ten  word  paid  message  foi-  Centre  Island.  Wiiat 
are  the  charges  and  how  would  you  enter  them 
in  Dav  Book? 


16. 
17. 

18. 
li). 
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TlIK    nOMINIOIN    SC  IIOOI.    ' 


DAILY  ACCOUNT  OF  BUSINESS 


■"  -      — f 

-  ».l--'l  KM...-! 


RECEIPTS 


C;  1ECKS 


1     1 

2 


<» 

10 

n 

\2        I 

> 

1.? 

n 

lo         1 

17 

IS 

1 

1') 

2(1     . 

J I 

12 

n 

1 

11 

25 

K, 

IS  

2<> 

.^(1       J 

31  

2        5 

5    '. 

Ti.  -  (,: 

A 


l.>tlu  r  l.iiu^l  ()-!Krl.n 

,n,J  S|H,  i.d      riii--  1,  M.-      .,  ,.l  S,v. 


BALANCE  SHEEI 


25 

50 


25 


2        25 


15  ! 


25 
50 


25 


;  i)KH! 

1  ll.il.iiKc  lTiiu;;!it  |(ir«ar(l  'iiuli 
l!i:i!r-  !(ir  iiioiii  li  ol 

3  !'i',  cii'i -:  'I'lii,  l.iiir,  ,i>  per  cd 
5       Dm.  (  )llnT    l.ilK-   ,iirl     S| 

,1-  per  (  iiluiiiil  B 
7(  icr.cr.il   I'rr  ^  l\'i-|iorl-  .i>  piT  ' 

''  -M.irki  I   kciorlH  ,1-  per  iK'lails  ( 
1 1  ( 'iij.ciiiM'ctI    Mi-.-,i^(>  foi    cur 
piT  .!('( Dinp.iin  iiii;  i'i>pii's 

1-U".ililrs  .1-  !  'I-  f'Tin  6(1 

I^Motiry   'l'r.ii>>lii -,  .1-  pi  r  I  irin 

I"      Do.  i'lciniiiins 

V>      Do.  Tolls 

21  (licet;   |<('|oil    llrrors,  iuomIi  ( 

I  2.nal.!f  Report  luror-,  nioii  li  ol 

25  rii('olli-e|i|  K  iiH>-.ii;(s  fo-  pr 
reHirned  by  .\ii(lit<}r  or  ( 
Month  ol 


75        I      CO 


15        I        75        1      25 


.Mr>lullv  .ulJiJ.  ,ir„i   .\.   P.  C  .till    II   nu.>.t  ;ii.'ro     ..  llii  l.r.ii.vl    Tot.,!-  >.l  Cli.Ji 
Kt-poTl. 


27  [V\!  AM   F    lit     T'l    TIH.S  f)r     11  1 

li\-  T'ra>lirer 


iiri  Dr    III 


T  )  T. 


LMM       II 


■B«- 


'I*'. Till    I  E.t 


»i.  ti-:i.i-x;r.aimi  compainv 

DE  SHEET        Trrouto  oiKw^^  „:.'';';:;;•;,,  ^^"'-^   Month  oi'.A'^/-    I ()/.)' 


DKHITS 


CRKDITS 


u.ird  'iiMliidini;  '^l.ili'iiu'iit 
,1  I'M      ! 

.  ,i>  per  ciiliniiii  A 
u>  .iirl    Sicrial    1  >(li\  ■•ry,' 
oliiiiin  B  ' 

ris  .IS  per  (lil.iil i  otlicr 


icr  <k't,iil>  im  (itlur  >iili' 
;c>  for  ciiririit    iiiDiitli,  as 
iiiV'  r(>|.ii's 


6(1                      ,     .. 
s  pi  r  I  )rin  1 1\ 
'ii  iniMins            S 
■.iM-  


rs,  miii'tli  of  I'll 

s,  nioM  li  of  .  .  l')l 

;^(s   fo-    pn\ioi|s    miKtlli^ 
iiiitor    or  rollriliim 

l')l 


2     25 
15 


2(!aik»:    ()iliri     I  iiMs   ami    Spii  iai    DiHmia, 

a-  prr  i  iiliiiiiii  I) 
1  (  iiniini->.ion^,  ,1^  1  all  iilali'd  oil  ollirr  -iili 


f)SaIarii  ■  ■   Maiia.;ir,  I'lirks,  ami   ()piraloi>     £ 

S       I  )o.  .Mi'--rii'.;i  r--  't 

'J 

1(1      Dii.  Haiti  i\ini'i! ' 'i 

12      |)o.  Kiporlirs  P 

14  Hint \  Z 

\u\-,xxv      ...._ 'J 

l.Sl'oslauf  I  imliiiliiit;  i  oiunii-sioii  on  Po^t  Oftirc 
onlrr^)  .        .  

2(irnri)lli'lil  !i  ami  kifiiiiilcil  iiu-.saj;i-s  li.r  iiir- 
iini   niuiilli,  ,1-  piT  arc-oiiipanyinj;  i-opii's.; 

11  MoniA  'IraTisfiTs,  as  pi-i-  form  122 

24l.iiir  Kirairs,  as  |ht  an  oinpaiiyiiiK'  riii'ipts.  .. 


1      25 
50 


n^i  f  )i  -iri^fo  1  I 


!  1 1 1  1 1 


T  )^.\l.. 


2f)I!.\l..\^<■l.  nil-.   ID  M'K  CiiM^wv  and  rinnllrd  ' 

,          to  Trfasur'.'!-  (  iii'Hnp.'.nit  i!  hv    kt  I'iit  i.im  r  ' 

■         Ndir)  on  Februnry  1st. .65 


2     40 


TOTAL •  2     40 


TIII'SK  TWO  TOTAIS   \'»JST  AG'RKK 


CALCUUTION  OF  COMMISSION 

Dominion  Scftol  Ti 

STATEM 

1  Coniiiiis 
LOCAL  Cllb^n.  REPORT 

Total  of  i-olunin  A S  1. 00 

Total  of  column  C 50 

ion 
30 

08 

12 

OF 

CONJOINT  CHECK  REPORT 
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SUPPLIES   FOR  STUDENTS 

We  always  cp  on  hand  the  necessary  supplies,  so  th-^t 
students  need  not  go  outside  the  school  to  get  anythinj;  they 
require  in  connection  with  their  studies. 

A  student  beginning  his  course  in  the  Day  School  pays  $j.oo 
for  his  instruction  books  and  a  supply  cf  stationery.  The  sta- 
tionery consists  of  scribbling  books,  writing  pads,  speed  examina- 
tion pad,  two  pencils,  pen  holder,  two  pen  points,  in  addition 
to  having  the  regular  station  forms  which  are  supplied  in  the 
stations.  The  message  blanks,  etc.,  are  not  required  until  such 
time  as  a  student  gets  m  the  senior  class 

The  following   articles  may  be  pii  -  any  time  through 

the  school: — 
Telegraph    Learner's    Outfit,    including  dry    cell    battery 

and  wire ^^'-^ 

Individual  Telegraph  Key  (Leg),  each 

Individual  Telegraph  Key  (Legless),  each 

Individual  Telegraph  Sounder,  each 

Bell  Wire  for  connecting  instruments,  25  feet  for 

Blue  Vitriol  (for  Gravity  Battery),  per   lb 

Jar  for  Gravity  Battery 

Gravity  Battery,  complete,  with  copper,    zinc    and    15iue 

Vitriol.    I  lb 

Dry  Cell  Battery,  each 

Fountain  Fens.  Special 

Stylusses  for  writing  train  orderr,  each 

Scribbling   Fads,   each 

Examination  Fads  (3  for  25c).  each 

Fen  Holders,  each 

Fencils.  2  for 

Resonators  (adjustable),    each 

Penmanship  Book,  Part  i  

Penmanship  Book .   Fart  2 

Mecrograph  (.A  Hand  Sending  Instrument). 9-oo 

\u*-matic  Tc!e<''--'iph  T    insmitter  (tor    home    studv    pur- 

'poses) ^ '500 
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